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Step-by-Step Guide to Using eZ-Audit For Not-for-profit Schools

eZ-Audit Overview

Frequently Asked Questions...
What is eZ-Audit?

eZ-Audit is a web based paperless single point of submission for financial statements and compliance audits. A
designee from your school simply signs on to eZ-Audit, enters summary audit and financial data directly from your
report into a web form, attaches an electronic version of the report, and hits the submit button. Your submission
through eZ-Audit will allow for more rapid and efficient processing by the Department of Education (ED) and
therefore provide you with immediate feedback.

How does eZ-Audit work?

1. Your school submits its compliance audit data and summary financial data via an internet web form
(follow this manual for complete instructions).

2. Your school also attaches an electronic copy of your financial statement and compliance audit in a non-
editable pdf format (using Adobe Acrobat).

3. The eZ-Audit system automatically forwards flagged financials and deficient audits to FSA’s Case
Management Team for resolution.

4, Case Teams communicate with you to reach resolution.

5. As desired, you can periodically check eZ-Audit for the status of your report.

How does eZ-Audit Benefit You?
- You will receive instant acknowledgement of receipt — no more lost reports!

You will no longer need to make any copies or send reports in the mail to ED.
Processing times will be greatly reduced, thus allowing for quicker remediation of findings.
Web forms will contain pre-populated fields.
There are no new reporting requirements — data entry will be limited to the same data already contained in the
reports.
The time spent submitting these forms should be less than 1 hour.
Status of your submissions will be accessible to you online at anytime.
A Help Desk will be available for assistance at 1-877-263-0780.

Who at my school will use eZ-Audit?
eZ-Audit Institution/School Administrator, selected by your school, is responsible for:
0 Registering your school with eZ-Audit
o Providing/managing access to data entry and submission approval personnel, as identified
by your school
0 Maintaining security information regarding schools users as required
eZ-Audit Data Entry Users, selected by your school, are responsible for:
o0 Entering data into the eZ-Audit system
o0 Attaching non-editable, pdf files of financial statements and compliance audits
eZ-Audit Submission Approvers, selected by your school, are responsible for:
0 Reviewing the submission prior to “submit”
0 Approving the submission via the “submit” action

What role should my auditor play in eZ-Audit?
You may choose to ask your auditor to serve as a Data Entry User of eZ-Audit. This means that your auditor
would complete the fields in the system, and attach the audited documents in the non-editable. pdf format.
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It your auditor is not selected as a Data Entry User, you may request that your auditor electronically sends you
your financial statements and compliance audits in the non-editable. pdf format using Adobe Acrobat.

Please note that attestation of your financial statements and compliance audits will be in the attachments of your
documents — additional electronic signatures are not required.

eZ-Audit Technical Requirements

eZ-Audit is a web-based application. This means you will not need to load a new application on your computer.
You will simply need to ensure that you have an Internet browser — either Netscape 4.76 or 6.2 or Internet
Explorer 5.0 or higher.

from your internet browser, please contact your network administrator and request that

If you receive an error that does not allow you to access eZ-Audit when you type in the URL
] he/she do one of the following:

Open your firewall to allow all 165.224.xxx.xxx addresses through, which would allow your
school access to all ed.gov sites
Conduct an nslookup on ezaudit.ed.gov which will allow your school access to eZ-Audit

eZ-Audit requires you to attach a non-editable pdf version of your annual submissions. Adobe Acrobat must be
used to create this attachment. You have several options for obtaining Adobe Acrobat:

Purchase Adobe Acrobat 5.0 software that will allow you to scan paper copies of your submissions and
convert them to pdf. (The retail cost of the software is approximately $250)

Convert an electronic version of your submission (word, excel, etc) to pdf format using www.adobe.com
online. (Adobe provides this conversion capability for $9.99 for one month with unlimited use.)

Bring paper copies of your submissions to your local copying center (Kinkos, etc.) and request that they
create a pdf version of your submission. (The cost of this option will vary, however $30 - $50 is a
reasonable estimate.)

Consolidated Submissions (School Group Submissions)

ED considers a school group as a collection of schools whereby a single school within the group (what ED calls
the submitting institution) or a designated representative (such as a State Auditor) submits a single consolidated
financial statement and compliance audit together to ED (For example; State of Louisiana (who submits for all the
state schools in Louisiana), etc.).

If you provide ED with a consolidated submission (meaning that you submit on behalf of
more than one school), only the submitting institution needs to register with eZ-Audit.

Submitting institutions will submit for all schools in their school group. This single,
consolidated submission for the school group will fulfill the reporting requirements for all schools that
are part of the group. ED does not require that non-submitting institutions in the group register with ez-
Audit. As the submitting institution completes the audit information, please ensure that these questions
are answered for all schools in your school group. For example, if any of the schools in your group have
FFELP program then click YES for this question or if any of the schools in your school group have
findings then please click YES for this question too. The submitting institution is only completing the
Compliance Audit Information page once representing all schools in the group- the page should not be
completed multiple times for each school. If you have additional questions regarding school groups,
please send an email to fsaezaudit@ed.gov or contact the eZ-Audit hotline at 1-877-263-0780.
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eZ-Audit Submission Requirements

The Department of Education strongly encourages you to use eZ-Audit for your annual submission. As of
July 1, 2003 the Department of Education will no longer accept paper submissions of financial statements
and compliance audits.

sent to the Federal Audit Clearinghouse.

OMB still requires submissions of A-133 reports (public and not-for-profit institutions) to be

When must an institution submit financial statements and/or compliance audit?

» All participating institutions must submit financial statements and compliance audits
annually. (34 CFR 668.23 and OMB Circular A-133)
o Not-for-profit institutions’ financial statements and compliance audits are due nine months after
the end of the fiscal year (OMB Circular A-133).

» If you are seeking initial participation in the Title IV Program.
o0 Please note that an Application for Approval to Participate in Federal Student Aid Programs
(www.eligcert.ed.gov) should be filed at the time of your submission.

» If you undergo a change in ownership, merger or structure change.
o Please note that an Application for Approval to Participate in Federal Student Aid Programs
(www.eligcert.ed.gov) should be filed at the time of your submission.

» If you wish to be reinstated to participate in Title IV program(s).
o Please note that an Application for Approval to Participate in Federal Student Aid Programs
(www.eligcert.ed.gov) should be filed at the time of your submission.

eZ-Audit Rules of Behavior

eZ-Audit is a Department of Education system. Department of Education computer systems are provided for the
processing of Official U.S. Government information only. All data contained on Department of Education
computer systems is owned by the Department of Education and may be monitored, intercepted, recorded, read,
copied or captured in any manner and disclosed in any manner, by authorized personnel. THERE IS NO RIGHT
OF PRIVACY IN THIS SYSTEM. System personnel may give to law enforcement officials any potential evidence
of crime found on Department of Education computer systems. Unauthorized use of this system is a violation of
Federal law and can be punished with fines or imprisonment (P.L. 99-474). “Use of this system by any user,
authorized or unauthorized, constitutes consent to this monitoring, interception, recording, reading, copying, or
capturing and disclosure.”

You may decide to send FSA information, including personally identifying information. The information you supply
— whether through a secure Web form, a standard Web form, or by sending an electronic mail message — is
maintained by FSA for the purpose of processing your request or inquiry. FSA also uses the information you
supply in other ways to further FSA’s mission of maintaining stability and public confidence in the nation’s banking
system. Various employees of FSA may see the information you submit in the course of their official duties. The
information may also be shared by FSA with third parties to advance the purpose for which you provide the
information, including other federal or state government agencies. For example, if you file a complaint, it may be
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sent to a financial institution for action, or information may be supplied to the Department of Justice in the event it
appears that federal criminal statutes have been violated by an entity you are reporting to FSA.

The primary use of personally identifying information will be to enable the government to contact you in the event
we have questions regarding the information you have reported. If you are concerned about how information
about you may have been used in connection with the eZ-Audit web site, or you have questions about FSA’s
privacy policy and information practices, you should e-mail us at webmaster@fsa.ed.gov. Electronic mail is not
necessarily secure. You are advised to be cautious when sending electronic mail containing sensitive,
confidential information. As an alternative, we advise users to give consideration to using postal mail.

NOTE All eZ-Audit users are required to carefully read and sign the eZ-Audit Rules of Behavior
document that can be accessed via the web at http://ifap.ed.gov. Each user of the eZ-Audit

system must download a copy of the Rules of Behavior document, sign it and retain the
copy in the institution’s files.

Questions/Concerns

o0 eZ-Audit will continue to post updates and critical information to IFAP at http://ifap.ed.gov.

0 You can send an email to fsaezaudit@ed.gov .

o Contact the eZ-Audit hotline at 1-877-263-0780.

April 1, 2003 6



Step-by-Step Guide to Using eZ-Audit For Not-for-profit Schools

eZ-Audit Registration

All institutions must submit a registration request letter to the Department of Education in order to gain
access to eZ-Audit.

To register, please mail a letter on your school’s letterhead that includes the following:

First and Last Name of appropriate person in authority (e.g. President/CEO/Chancellor)
Signature of person named in #1 above

First and Last Name of eZ-Audit Institution Administrator

Signature of designated eZ-Audit Institution Administrator

e-mail address of eZ-Audit Institution Administrator

Phone number and extension (if necessary) of eZ-Audit Institution Administrator

Fax Number

OPE ID

Fiscal Year End Date

W No~WON R

Where do | send my Registration Request Letter?
Registration Request Letters should be printed on school or corporate letterhead and mailed to:

The United States Department of Education
Federal Student Aid

Attention: Ti Baker

830 First Street, NE

Room 74G2

Washington, DC 20202

How will | receive my registration confirmation and eZ-Audit Institution Administrator user ID and password?
Your registration confirmation and eZ-Audit Institution Administrator user ID and temporary password will be sent
to the email address provided in the registration request letter that you mailed to the Department of Education.

You will receive two registration confirmation emails. The first email from eZ-Audit will include your user name
and instructions for accessing the eZ-Audit website. For security purposes, your temporary password will be
delivered in a second email from eZ-Audit.

Once | have sent in my Registration Request letter and have received my registration confirmation emails, when
and how do | begin using eZ-Audit?

To access eZ-Audit on or after April 1, 2003 simply type in the URL, Www.ezaudit.ed.gov in your internet
browser, and when the eZ-Audit login screen appears, type in the user name and temporary password you
received through email from eZ-Audit.

Even if you are not required to submit on April 1, please be sure to log on to the eZ-Audit system immediately, in
order to change your temporary password and ensure your access to the site is secure.

If you submit financial statements and compliance audits for multiple schools, only the
submitting institution needs to register with eZ-Audit. The single, consolidated submission

made by the “submitting institution” will fulfill the requirements for all schools in the school

group.
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UD1

Login

After typing in the URL www.ezaudit.ed.govin your Internet browser, the “Welcome to eZ-Audit” screen below

Administrative Tasks/Security

should appear:

FSA

FEDERAL

5T

UDENT AID

Welcome to eZ-Audit

Welcome to the eZ-Audit wehsite,
If this is your first time using this
site, you will need a username
and temporary password already
registered frorm ED. If you are not
a registered user or if you have
forgotten your username and
password, please contact your
Institution Administrator or the
eZ-Audit Help Desk for support at
(877 263-0780.

If you are registered to use this
site, please enter your username
and password to login.,

*Disclaimer* - This site uses
session cookies, If your browser
does not allow cookies, or you do
not have cookies enabled, you
will not be able to access this
site, The cookie will not be stored
on your machine after you close
your browser,

), 5, Department of E

username

passwnrd>|

1. Enter the username provided to you by email during the registration process.
2. Enter in your password or your temporary password if this is your first time using this site.
3. Single click the LOGIN button-this will take you to your institution’s homepage.

NOTE

April 1, 2003

Your user name will be the first letter of your first name, the first five letters of your last

name and 2 numeric characters.
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Logout

If you clicked on the LOGIN button from the page above, this will bring you to your institution’s homepage. The
screen below should appear with your institution’s name:

A

FEDERAL
STUDENT AID

MLA OJEN ON

B TR RTE ARNT

I

" Create FYE 10/21/2002 Annual
Subrnission

OTHER SUBN ON |

= Create Merger/Change in
Dwnership Submission
= Change Fiscal Year End Date

" Cregte Exemption/aiver

Reguest Submission

= Cregte Initial Application

Subrnission

" Create Reinstatement
Subrnission

® Create Stub Audit Submission
= Subrnit Additional Information

WNIEW HISTORIC AL SUBMISSIONS )

ADMIMNISTRATION

= Update My User Profile
= Yipw Tnstitutinn Profila

Home Page
» Mon-Profit School OPEID:44556600

= our Fiscal Year End 10/321/2002 Annual
Subrission is due on 7f28/2003.

1. To logout of the eZ-Audit system, click on the LOGOUT button at the top of this page. The screen
shown on the next page should appear if you have successfully logged out of the system.
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eZ-Audit Logout =

Thank you for using eZ-Audit, you have been logged out.

Click here to log back in.<_®

2. To log back into the eZ-Audit system click on the underlined link above and repeat the LOGIN step.

NOTE Your eZ-Audit session will automatically expire after 30 minutes of inactivity.

April 1, 2003 10
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My Profile

To update your profile (i.e. username, email address, phone number, password, etc.), repeat the LOGIN step.
This will take you to your institution’s eZ-Audit homepage. The screen below should appear with your institution’s
name:

Home Page
JEIWHME_ » Mon-Profit School OPEID:44556600
= Create FYE 10/31/2002 Annual
Subrnission
B TOTHER CUBMIGoIONS (RS —
= Croste Merger/Changs in =your Fiscal Year End 10/21/2002 Annual

Dwmershio Submission Subrnission is due on 7f28/2003,

= Change Fiscal Year End Date

= Create Exemption/Waiver
Reguest Submission

= Create Initial Application
Submission

= Create Reinstaterment
Subrission

" Create Stub Audit Subrission

= Submit Additional Information

WVIEW HISTORICAL SUBMISSIONS. )

ADMINISTRATION DSE-)
= Update My User Profil

= Wiew Institution Profile

OTHER. LINKS

= Dept. of Education
" Schools Portal

1. Click on the underlined text “Update My User profile” located on the lower left hand side of the screen.
This will take you to the Update My Profile page shown on the next page.

This page is used to update your user profile information such as name, email
NOTE address, phone, password, etc.
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If you clicked on the underlined text “Update My User profile” on your institution’s homepage, the Screen below

should appear:

FSA

FEDERAL
STUDENT AID

& AUDIT HOME, | =1 HELE |(7 MANAGE USERS

Update My Profile

0 FTINFORMEATION
Please take a few moments to review the information we currently
have on file and update any incorrect or outdated information.

If you wish to change a user's email address, please key in the same email
address in the Email Adress and Re-Type Email Address fields. If no change is
rade to the email address, the email address passwoaord will not change.

First Name: |Instituti0n

Last Name: IUser'I

Email Address: |user1@nonpro.edu

Re-Type Email Address: I

office Phone: [202-123 4567 Ext. |

R

_r H AN DA WORD
If you wish to change your password, please key in your old and
new password in the spaces provided below. If no information is
entered, your password will not change.

The password must be § - 15 characters in length and most include at least 3
of the following types of characters: uppercase letters{A-2), lowercase letters
{a-z), numeral values(0-9) and special characters{<,=,7,%, etc.), The
password must be dissimilar from your previous & passwords,

oOld Password: I

Mew Password: I

Re-type Mew Password: I

—aave ) _RESET

Take a moment to review the information on this screen for accuracy. If changes need

NOTE | to be made, update the information as necessary and enter any missing information.
Remember to SAVE your changes!!!
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Change Password
To change your password, repeat the My Profile step. This will take you to the Update My Profile page. The

Screen shown below should appear at the bottom of that page:

B IO N GE PASSW OR D

If you wish to change your password, please key in your old and
new password in the spaces provided below. If no information is

entered, your password will not change.
The password must be § - 15 characters in length and must include at least 3
of the following types of characters: uppercase letters{A-2), lowercase letters

[a-z), numeral valuesi0-9) and special characters{<,=,7.%, etc. &
password must be dissimilar from your previous 6 passwords,

old Passwaord: I @

| K

3
Re-type Mew Password: I p
(D Psttiw) wpeseL $—(5)

Hew Password:

Type your old or temporary password.
Type your new password.

Retype your new password.
Click the SAVE button to ensure all changes are successfully captured by the system.

Click the RESET button to cancel current entries and begin again.

arwbdpE

NOTE The password must be 8-15 characters in length and must include uppercase, lowercase
letters and numeric values. Clicking the SAVE button ensures all information has been
saved by the system. Please note that the system will automatically prompt you to

change your password every 90 days. Follow the same process described above to make
this change. If you require additional help, contact the Help desk at 1-877-263-0780.
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Navigation
To move from field to field in the eZ-Audit system, simply press the Tab button on your computer. This takes you

from one field to the next.

2} eZ-Audit Web Site - Microsoft Internet Explorer

Favorites Tools  Help

J File  Edit  Wiew
’?@Back - = -5 at | EhSearch [S|Favorites £ History ||%v = ¥ O 2D

@

JAddress I@ http:fidey.ezaudit.ed.gov:853 1 JEZ4Webappflogin. do
UDIT
& AUDIT HOME | co HELP | F1LOGOUT,

F EDERAL
STUDENT AID

Home Page

3> Mon-Profit School OPEID:44556600

AU A OB N O M |

8

= Create FYE 10/31/2002 Annual

Submission
X 2 . - TNOTIEICATION .
=vour Fiscal Year End 10/21/2002 annual

2) Submission is due on 7/28/2003.

= Create Merger/Change in
Owhnership Submission
= Change Fiscal Year End Date

= Create Exemption/vWaiver
Regquest Submission

= Create Initial Application
Submission

= Create Reinstatement
Submission

= Create Stub Audit Submission
= Submit Additional Information

WVIEW HISTORICAL SUBMISSIONS

ADMIMNISTRATION

= Update My User Profile
= Wiew Institution Profile

1. To go back to a previous screen or action, simply click on the back or forward button
2. To move across forms or sections in the system, click the underlined text of interest.
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Data Edits
Edit checks will be automatically performed on each page when you click on any of the transaction buttons such

as the “SAVE or SAVE and PROCEED ” buttons. If any invalid data entries are detected, the page will redisplay
with error message(s) at the top indicating the field that needs to be corrected and the correction to be made. To
continue, make the changes indicated by the message(s) displayed and click the “SAVE or SAVE and
PROCEED" buttons. This will allow for the submission process to continue. The system will not allow you to
submit to the Department of Education without correcting the errors. See sample screens below:

e N
FSA _ogmm
; e - & AUDIT HOME | =2 HELP | [F] | OGOUT

FED ER A
STUDENT

rIncome Statement

_grEinaneisbstatementsiinfdb a0
Error(s):

= Field: Operating Income is required and cannot be left blanic.

= Field: Tuition and Fees is required and cannot be left blank.

e Field: Other is required and cannot be left blank.

= Field: Non-Operating Income is required and cannot be left blanlk.

e Field: Gains on Sale of Investiments, net of losses is required and cannot be lefl blanlk.

= Field: Interest Income is required and cannot be left blanls.

= Field: Other is required and camnmot be left blank.

e Field: Cost of Goods Sold is required and cannot be left blanl.

= Field: Salaries Expense is required and cannot be left blank.

Merger/Change in Ownership Submission susmit
3> Nun—l.'-'ruf.it School -
= OPEID:44 556600
Error{s):
=« You have not cormrected errors on the Financial Statement, Balance Sheet (Non Profit), Upload
Attachments page(s). Please 2o back and correct all errors prior to submitting to the Department

of Education.

By selecting to submit, the information you have entered on these pages
wiill be sent to the Department of Education for reviews.

wour submission must be prepared in accordance with guidance provided in
34 CFR 668.232, the FSA Audit Guide, ar OMB Circular A-133. Once
submitted, vyou will only have read access to this data.

REMINDER: OMMDB still requires submissions of A- 133
reports (public and non-profit institntions) to the Federal

Andit Clearinghouse.

NOTE The eZ-Audit system does not allow punctuation marks in the fields. For example, “$” dollar,
“:"colon and “,” comma signs input into the system will result in an error message. Also,

please note that all fields must be completed. Enter “0” for any null response.
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eZ-Audit Security

System Security and Use: All eZ-Audit users are required to carefully read and sign the eZ-Audit Rules
of Behavior document that can be accessed via the web at http://ifap.ed.gov. Each user of the eZ-Audit
system must download a copy of the Rules of Behavior document, sign it and retain the copy in the
institution’s files. This document (Rules of Behavior), clearly defines acceptable behavior and the
consequences for flouting such behavior as contained in P.L. 99-474.

To ensure that you as a user are protected from unauthorized users having access to your system, the
following points should be considered and adhered to diligently:

Do not leave computers unattended when processing sensitive data.

Place sensitive information out of sight when visitors are present.

Verify that you are completely logged off from an active session.

Invoke screensaver password when leaving a workstation.

Only authorized employees within your institution should have access to the eZ-Audit system.
Do not write your password down on paper.

Passwords should be no less than eight characters and should contain both alpha and numeric
characters.

Avoid creating passwords that can be easily guessed (e.g., names of children, pets, etc.).

o Do not disclose your password to others (e.g., to a coworker in order to share files).

O OO0 0O O0OO0O0

o

Privacy: THERE IS NO RIGHT OF PRIVACY IN THIS SYSTEM. System personnel may give to law
enforcement officials any potential evidence of crime found on Department of Education computer
systems. Unauthorized use of this system is a violation of Federal law and can be punished with fines or
imprisonment (P.L. 99-474). “Use of this system by any user, authorized or unauthorized, constitutes
consent to this monitoring, interception, recording, reading, copying, or capturing and disclosure.”
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Manage Users

Types of Users and Responsibilities
1. Theez-Audit Institution/School Administrator, selected by your school, is responsible for:
0 Registering your school with eZ-Audit
o Providing/managing access to data entry and submission approval personnel, as identified
by your school
0 Maintaining security information regarding schools users as required
2. The eZ-Audit Data Entry Users, selected by your school at registration are responsible for:
o Entering data into the eZ-Audit system
0 Attaching non-editable, pdf files of audited financial statements and compliance audits
3. Theez-Audit Submission Approvers, selected by your school, are responsible for:
0 Reviewing the submission prior to “submit”
0 Approving the submission via the “submit” action

Institution Administrator Homepage

To log into the eZ-Audit system as your institution’s administrator, repeat the LOGIN step. The screen below
should appear once your administrator's username and password has been entered and verified by the system.
This screen below is different between persons having administrator or user’s rights:

% J‘S‘
F EDERAL . L=t !
STUDENT AlIlD

| Home Page
B TCRE A AL LA U N U ! » Mon-Profit School DPEID:445566IJD<_®

=" Create FYE 10/21/2002 Annual
Submission

e e ' . A A A o e —
= f =our Fiscal ¥Year End 10/21/2002 Annual
Create Merger/Change in Submission is due on 7/28/2003.

Dwnership Submission

= Change Fiscal Year End Date

= Create Exemption /AW aiver

Reguest Submission

= Create Initial Application
Submission

" Create Reinstatement
Submission

= Create Stub Audit Subrission
= Submit Additional Information

WMIEW HISTORICAL SUBMISSIONS

ADMINMNISTRATION

= Update My User Profile
= wWimwe Thistituting Profile

1. The MANAGE USERS button should be displayed if you have administrator’s rights to this
system. Click on it to perform any of the manage users tasks such as adding or deleting a user.

The screen on the next page should appear.
2. This should read the name of your institution and OPEID number. Confirm that this is correct.
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Creating Data Entry Users
If you clicked on the “Manage Users” button, the screen below should appear:

:‘S‘
F EDETR AL
STUDENT AID

GWHELP | Crt MANAGE LISERS | [ 1 OGO UT

& AUDIT HOME | &

Manage Users
» Non-Profit School OPEID:44556600
r ] -‘Iia-l‘l.lzl- 8]
nonprofi WDELETE USER.

Userl, Institution

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Click on the DELETE USER button to delete a user from the system.

Add User

T

Fields denoted by an asterisk () are required.

First Mame: = |

Last Fame: 3= I
OFEID: A4S55a6600 >®

Email address: 3« I

Re-Type Email Address: *I

Dffice Phone: *I Ext. I
—

Faxx: I

T
5 M Data Entry
— Submt:@
e RESET.

(= =] Rl
3. Complete all required fields providing the name and contact information for the “New User”.
4. Do not forget to specify the New User’s role (see “Manage Users” for role definition).
5. Remember to click on the “ADD USER” button to save all entries.

NOTE Each registered institution’s administrator will have the capability to add or delete a user
for their institution. When a new user is added, the user will receive 2 email notifications,
one containing their username and the other containing the user’s temporary password.

18
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Institution Profile Page/Status

Institution Profile
This is a sample of what an institution’s profile page should look like. Institutions should confirm that the

information is correct.

FS A 2 XUDIT
FEDERAL Ay OME | s HELP | 11 0GOUT
STUDENT AID

reZAudit Home »Institution Profile

Institution Profile
» MNon-Profit School OFPEID:44556600

5 § ON ) &)
The inforrmation on this page is read-only. If any inforration below is incorrect, please go to the Departrnent of
Education's Application to Participate in Federal Student Aid Programs {efApp) Website to update,

Institution Name: Mon-Profit School
Type of Institution: Mon Profit
Address: 1234 Proprietary Lane
Address:
City: Proprietary
State: DC
ZipSfPostal Code: 12345
Phone Number: 12345573590
Fax Number: 1234567290

OPE ID {Parent):
OPE ID {(Subsidiary):
TIM: 65-45678
DUNS Number:
Fiscal Year End: 10/31/2002

President: Dr Proprietary
President Email: proprietary@proprietary.com
Financial aid admin: Ms Proprietary
FAA Email: proprietary@proprietary.com
Contact Person:
Contact Email:

Primary Accreditation
Org.:

Other Accreditation
org.:

Changes to the Institution’s Profile can only be made via the eAPP. This can be

NOTE .
accessed at www.eligcert.ed.gov.
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Historical Submissions
This page provides a history of the institution’s past transactions as available in the eZ-Audit system. You may view

prior submissions at anytime. Please note that you will have “read” only access to these historical submissions.

» Non-Profit School OPEID:44556600

Fiscal Year End Submission Type Submission Date

» MR Change in Fiscal Year End 037122003

U. . Department of Education
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Notifications
At anytime you will be able to view your institution’s review status by viewing the notification section of your

homepage. This can be reached by repeating the step LOGIN. This will bring you to your institution’s eZ-Audit
homepage and the screen below should appear:

% J‘S‘
FEDERAL F.
STUDENT AID

&) AUDIT_HOME |[ MANAGE USERS | < HELP | [ 1OGOUT

Home Page
_f@ REA EMMIL A B M O Sl P o T
» Mon-Profit School OPEID:44556600

" Cregte FYE 10/21/2002 Annual
Subrnission @

CYIOTHER SUEN ON . | (@i TGN
ger ge | =your Fiscal Year End 10/21/2002 Annual
u 2 ¥ %
Create Merger/Change in Subrnission is due on 7/28/2003,

Crwnership Subrnission

® Change Fiscal Year End Date

= Create Exemption/Maiver
Reguest Submission

= Create Initial Application
Subrnission

" Cregte Reinstaternent
Subrnission

= Cregte Stub Audit Submission
= Subrmit Additional Information

_VIPW HISTORIC AL SUBMISSIONS., )

ADMIMNISTRATION

* Update My Lser Profile
= ipw Thstititinn Profile

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. This is the Notification section. Most recent institution’s submission status and other notifications will be

displayed.
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Annual Submissions

Financial Statement

To complete your institution’s annual submission, complete the LOGIN step. This will take you to your institution’s
eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Create Annual Submissions”.
Click on the underlined text “ Create FYE----Annual Submission”, and then the screen below should appear with
your institution’s name:

If you are submitting for a school group (consolidated financial statements and/or
NOTE consolidated compliance audit) only one institution (OPEID) in the group should be used to
satisfy the reporting requirement for all institutions that are part of the school group. In
other words, if any of your group audits have findings or a disclosure then you must click YES when the
system prompts you with this question. Remember, do not use commas or other punctuation and place a
“0” in any fields with a null value.

‘:‘S‘
FEDERAL
STUDENT AID

7 Non-profit Annual Submission FiNANCIAL STATEMENT
E Financial Statements »» Non-Profit School < _

H Program & Audit Info =ORELD: 45661010 '\G_>

E Completeness Checklist

Upload AMttachments ’\II fields are required.

B submit STOPj 1. Are the Financial Statements consolidated?

we—2)

2. Indicate the Period Audited {rm/dd/yyvyy):

Begin Date:
End Date: I F@

Reason if Less than 1 Year: I

3. Rewiew Auditor Information: ﬁ)

Records Indicate your Current Auditor Is: Price Waterhouse 1111113111

YES MO
Is this information correct?: e e
Enter Auditors TIMN: o

1. This should read your institution’s name and OPEID number. Confirm that this is correct.

2. If your financial statement is not consolidated, NO will be displayed. If your financial statement is
consolidated, YES will be displayed with the name of the institution the Department of Education
has on file as covered in the financial statements. Please see the note above and contact the
help desk at 1-877-263-0780 if you require additional help or if there are any discrepancies.

3. Begin date is the beginning of the audit period.

4. End date is the end of the audit period.
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5. Provide a reason if your audit period is less than a year.
6. This is the auditor information on file with the Department of Education.
7. If the auditor’'s information is correct, no action is required. If incorrect, please update with current
information.
8. This field should be pre-populated. Please enter the auditor’s Tax ldentification Number (TIN) if
this information is incorrect or missing.
Not-for-profit Annual Submission— Financial Statements page continues:

4. Are your financial statements prepared in accordance with Generally
Accepted Accounting Principles ( GAAP)Z

YES NO
o o

5. Are your financial statements audited in accordance with Generally
Accepted Government Auditing Standards (GAGAS ) %

YES NO
& (@

6. Opinion Type ﬁ)

— Select an Dpinion Type —j

9. Are your financial statements prepared in accordance with GAAP? Please see 34CFR 668.23 for
requirements.

10. Are your financial statements audited in accordance with GAGAS? Please see 34CFR 668.23 for
reporting requirements.

11. Please select appropriate opinion type from the drop down list based on your auditor’s opinion.
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Not-for-profit Annual Submission— Financial Statements page continues:

7. Do you have any of the following disclosures in notes "‘@

YES NO

Going Concern: {7
Contingent Liabilities:
Debt Agreement ¥Yiolation:
ED Compliance Issues:
Income Recognition:

Late Refunds:

14 ) 8. Enter Financial Statement Data4_®

Cash Flow Statement

D OO0 00
OO0 00

WCANCEL) (L SAVE ) (SAVE anDPROCEED,)

12.

13.

14.

15.
16.
17.
18.
19.

April 1, 2003

If your submission contains any of the disclosures listed, please select all that applies as YES or
NO for all disclosures that do not apply.

Under this section, please click on each of the types of statements and complete the fields
requested.

Click on Balance Sheet/Statement of Financial Position —(see section on completing the Balance
Sheet).

Click on Statement of Activities —(see section on completing the Statement of Activities).

Click on Cash Flow Statement- (see section on completing the Cash Flow Statement).

Click the CANCEL button to make changes to all entries.

Click the SAVE button to ensure all entries are successfully stored by the system on this page.
Click the SAVE and PROCEED button to go to the Program and Audit Information page. This is
the next stage in the submission process.

NOTE If you have not submitted your prior fiscal year end financial statement and

compliance audit, you will not be able to submit your annual submission. All
Not-for-profit schools are required to complete: the Balance Sheet, Statement of
Activities and Cash Flow Statement. Do not leave any field blank.
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Balance Sheet (Statement of Financial Position)
If you clicked on the underlined text “Balance Sheet” on the Financial Statements page, the screen below should
appear. This page can also be reached by repeating the LOGIN step. This will take you to your institution’s eZ-
Audit homepage. On the upper left hand side of the page, you will see a section “Create Annual Submissions”.
Click on the underlined text “ Financial Statements”, and then click on the underlined text “Balance Sheet” on the
lower part of the page. The screen below should appear:

NOTE

and place a “0” in any fields with a null value.

All data entered on this page should come directly from the balance sheet and/or notes that
will be attached with your submission. Remember, do not use commas or other punctuation

all fields are required.

Accounts Receivable - Related Parties - Secured:

Accounts Receivable - Related Parties - Unsecured;

Accounts Receivable - Emploves:

Accounts Receivable - Student:

Allowance for Doubtful Accounts:

Cash and Cash Equivalents:

Contributions Receivable:
Pledges Receivable:

Accounts Receivable - Other:

Met Accounts Receivable:

Prepaid Expenses;

Inventories:

1. Cash on hand, demand deposits in banks and other accounts characteristic of demand deposits that may
be withdrawn without prior notice or substantial penalty. See SFAC NO 6,SFAS 117 & FASB Technical
Bulletin NO. 81-4.

2. All amounts due from students on account. See SFAC NO 6 and SFAS 117.

April 1, 2003
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3. All amounts due from employee borrowings from the institution or employee advances. See SFAC NO 6
and SFAS 117.

4. All amounts due from related parties [owners, shareholders and affiliates] on account that are

collateralized or subject to a security agreement. See SFAC NO 6 and SFAS 57/117.

All amounts due from related parties [owners, shareholders and affiliates] on account that are not

collateralized or subject to a security agreement. See SFAC NO 6 and SFAS 57/117.

All amounts receivable from contributors and/or donors. See SFAC NO 6 and SFAS 117.

All amounts receivable due to pledges by constituents, etc. See SFAC NO 6 and SFAS 117.

All amounts on account not included in line items 2 thru 7 above. See SFAC NO 6 and SFAS 117.

The amount of an allowance recorded to recognize the value of uncollectible accounts. See SFAC NO 6

and SFAS 117.

10. Net realizable value of all accounts receivable. Equals gross accounts receivable less the allowance for
doubtful accounts [line items 2 thru 8 minus 9. See SFAC NO 6 and SFAS 117.

11. Expenses that result from a cash outlay in a prior period; and, has not yet been consumed. See SFAC
NO 6 & SFAS 117.

12. The cost of goods purchased for resale in the normal course of business. See SFAC NO 6 & SFAS 117.

o

© o NO

Balance Sheet Continues:

Mote Receivable - Related Party - Secured; $|

Mote Receivable - Related Party - Unsecured: $I

Mote Receivable - Other: $|

Property, Plant, and Equipment, including capitalized I
lease assets: §

Accurmulated Depreciation; $|

Met Property and Equipment, including capitalized $0
lease assets:

Bond Issuance Costs: 4

Intangible Assets, net of armortization: $|
Investrents: 4

Deferred Advertising: $I

Other Assets: $I

Total Assets: $0

BOOI00.000C1000)

13. All amounts due from related parties [owners, shareholders and affiliates] on account in the form of
promissory notes that are collateralized or subject to a security agreement. See SFAC NO 6 and SFAS
57/117.

14. All amounts due from related parties [owners, shareholders and affiliates] on account in the form of
promissory notes that are not collateralized or subject to a security agreement. See SFAC NO 6 & SFAS
57/117.

15. All amounts on account in the form of promissory notes not included in line items 11 and 12 above. See
SFAC NO 6 & SFAS 117.
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16.

17.

18.

19.

20.

21.

22.

23.
24.

Property, Plant and Equipment used in operations [placed in service]; not to include construction in
progress. See SFAC NO 6 & SFAS 117/121.

Cumulative total of all depreciation expense incurred on property, plant and equipment including capital
leases used in operations. See SFAS 93,APB NO. land SFAS 93/117.

Property, Plant and Equipment including capitalized leases net of accumulated depreciation. This will be
automatically calculated by eZ-Audit.

Costs of issuing bonds including documents preparation, origination, placement fees, etc. See SFAC NO.
6 & SFAS 117.

All purchased intangibles including patents, franchises, copyrights, trademarks, brand names, covenants
not to compete, goodwill, accreditation costs, program development costs, etc. See SFAS 117/142 &
APB NO. 1, SOP 98-5.

Debt and equity securities, facilities, land and other assets held for long-term purposes. See SFAC NO. 6
& SFAS 115/117.

Deferred [capitalized] advertising costs resulting from direct response advertising, only. SOP 93 and
SFAS 117.

All assets not included in line items 1 thru 20 above. See SFAC NO. 6 & SFAS 117.

Sum of all assets included in line items 1 thru 23 above. This will be automatically calculated by eZ-Audit.

Balance Sheet Continues:

Accounts Payable:

Refunds Payahble:

Student Deposits and Advances:
accrued Expenses:

Deferred Tuition:

Lines of Credit:

Capital Lease Obligations:
Long-terrn debt - Maotes:
Long-term debt - Bonds:
Long-term debt - Other:

FPost Ernployrnent & Post Retirernent Benefits;
Deferred Cormpensation:
annuities Payable:

Other Liabilities:

Total Liabilities:

25.
26.

27.

All amounts owed to suppliers or providers of services from normal operations. See SFAC NO. 6 & 117.
All amounts owed to students and/or financial partners subject to Title IV programs. See SFAC NO. 6 &
117.

All amounts owed to students from deposits and advance payments. See SFAC NO. 6 & 117.
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28.

29.

30.
31

32.

33.

34.

35.

36.

37.

38.
39.

Current liabilities that result from the consumption of an asset or service during the fiscal year prior to
payment. See SFAC NO. 6 & SFAS 117.

Receipts on tuition not recognized as revenue due to Department policy requiring pro rata recognition.
See SFAC NO. 6 & 117.

Amounts owed due to lines of credit with banks. See SFAC NO. 6 & 117.

Net present value of minimum lease payments not maturing during the next fiscal year. See SFAS 13/98
and 117.

All formal long-term debt instruments in the form of promissory notes used for long-term purposes. See
SFAS 47and 117.

All formal long-term debt instruments in the form of bonds used for long-term purposes. See SFAS 47and
117.

All other instruments of debt used for long-term purposes. See SFAS 47and 117.

All amounts owed on plans that pay employees or their beneficiaries for post reemployment or post
retirement benefits other than pensions; must be shown on face of the balance sheet. See SFAS
10,112,32 and SFAS 117.

All amounts owed for pensions, retirements and other deferred elements of compensation. See SFAS
10,112,32 and SFAS 117.

Obligations arising from transactions with donors via split interest agreements, etc. See AICPA (Not-for-
Profits).

All liabilities not included in line items 25 thru 37 above. See SFAC NO. 6 and SFAS 117.

Sum of all liabilities Included in line items 25 thru 38 above. This will be automatically calculated by eZ-
Audit.

Balance Sheet Continues:

Unrestricted Met Assets: $I ( 40)
Annuities, Life Income Funds and Term Endowments: $l ¢ .

Cther: 4
Total Temporarily Restricted MNet Assets: $0
Permanently Restricted Net Assets: §

Total Met Assets: 0
Total Liabilities and MNet Assets: $0

9008

_CANCE _CALCULATE. ) .SAVE anDPROGEED,
B

40.

41.

42.

Net assets of the institution not subject to donors restrictions as to time and purpose. See SFAC NO. 6
and 117.

Components of temporarily restricted net assets that arise from transactions with owners via split interest
agreements. See AICPA (Not-for-Profits).

All temporarily restricted net assets not included in line item 41 above. See SFAC NO. 6 and SFAS 117.
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43

44.
45.
46.
47.

48.
49.

April 1,

. Total nets assets of the institution temporarily subject to donor’s restrictions as to time or purpose
[included in line items 41 thru 42 above]. This will be automatically calculated by eZ-Audit.

Net assets of the institution permanently subject to donor’s restrictions as to time and purpose. See SFAC
NO. 6 and SFAS 117.

Sum total of all categories of net assets [sum of line items 40, 43 and 44 above]. This will be
automatically calculated by eZ-Audit.

Sum of Total Liabilities and Total Net Assets [line item 39 plus line item 45. This will be automatically
calculated by eZ-Audit.

Click the CANCEL button to make changes to all entries.

Click the CALCULATE button to have eZ-Audit conduct calculations.

Click the SAVE and PROCEED button to capture all entries and to go to the Statement of Activities page,
to complete the next step in your submission process.

See 34 CFR 668.23, 34 CFR 668.171, and 34 CFR 668.172.
NOTE ’ ’
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Statement of Activities

If you clicked on the underlined text “Statement of Activities” from the Financial Statements page, the screen
below should appear. This page can also be reached by repeating the LOGIN step. This will take you to your
institution’s eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Create Annual
Submissions”. Click on the underlined text “ Financial Statements”, and then click on the underlined text
“Statement of Activities” on the lower part of the page. The screen below should appear:

‘:§‘
T D TR T - ¥ AUDIT HOME HELP | [ LOGOUT
STUDENT AID

rFinancial Staterments Info Page v Statement of Aactivities

Statement of Activities

Change In Unrestricted Net Assets

all fields are required.

Tuition and Fees: 4

Contributions: ¢

Aauxiliary Enterprises: $|

Inwvestrment Income:

o

Met Assets Released from Restrictions:

k2
Cther Income: 4
k2
Total Unrestricted Revenue: %

!

Instruction Expense: $|

e

1. Income received from students duly enrolled in the institution per ED income recognition policy net of
internal scholarships. See APB NO.9/30 and SFAS 117.

2. Value of assets received from contributors and donors via transactions with unrelated parties. See APB
NO.9/30 and SFAS 117.

3. Income received from supporting or supplementary activities [e.g. dormitories, food service, book store].
See APB NO.9/30 and SFAS 117.

4. Income received from assets classified as investments [e.g. debt and equity securities. See APB NO.9/30
and SFAS 117.

5. All income elements not included in line items 1 thru 4 above [including all other increases in unrestricted
net assets [transfers in]. See APB No. 9/30 and SFAS 117.

6. Value of all assets released to unrestricted net assets for operations purposes after lapse of donor
restrictions. See APB NO.9/30 and SFAS 117.

7. Sum total of elements of income [line items 1 thru 6 above]. eZ-Audit system will calculate this
automatically.

8. Expense incurred on activities conducted for instructional purposes [e.g. faculty salary/wages and related
expenses, instruction materials, etc.]. See APB NO.9/30 and SFAS 117.
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Statement of Activities Continues:

Research Expense: 4

Public Service Expense: 4

fcademic Support Expense: $I

Student Services Expense: ¢

Institutional Support Expense: $I
Depreciation and Armortization Expense: $I

Interest Expense: 4

auxiliary Enterprises Expense; §

Internal Schaolarships, not shown as contra income abowve: $I

Other Expenses: ¢

C@\Net Assets Released to Restrictions: $I
C@\ Total Unrestricted Expenses: §
Change in Unrestricted MNet Assets: §

Unrestricted Met Assets at beginning of year: $I

Unrestricted Met Assets at end of year: §

e B B B

0 ¢

10.

11.

12.

13.

14.

15.
16.

17.

CANCEL ,%ULAT E_xj:ﬁi:ﬂl) PRDCEEDx/\
2 (25) (®

2/
Expense incurred on activities conducted for research purposes [e.g. cost of wages, materials and
facilities]. See APB No. 9/30 and SFAS 117.
Expense on activities conducted for public service purposes [e.g. community services, public relations,
etc.]. See APB No. 9/30 and SFAS 117.
Expense on activities conducted for academic support [e.g. President’s Office, Financial Aid, Registrar,
Business Office, etc.]. See APB No. 9/30 and SFAS 117.
Expense on activities conducted for student services [admissions, student affairs, placement,
publications, etc.]. See APB No. 9/30 and SFAS 117.
Expense on activities conducted for institutional support [computer services, special programs, alumni
relations, etc.]. See APB No. 9/30 and SFAS 117.
Expenses for the systematic expiration of tangible assets [depreciation] and intangible assets
[amortization] used in operations. See APB No. 9/30 and SFAS 93/117.
Expenses on outstanding debt securities of the institution. See APB No. 9/30 and SFAS 117.
Expense incurred on other supporting or supplemental activities [e.g. dormitories, food service, grounds,
maintenance, book store, etc.] See APB No. 9/30 and SFAS 117.
Costs of internal developed scholarships; should be treated as contra revenue items. See APB No. 9/30
and SFAS 117.
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18

19.

20.
21.

22.
23.
24.

25.
26.

April 1,

. All expenses not include in line items 8 thru 17 above [including all other decreases in unrestricted net
assets; and, expenses related to temporarily or permanently restricted net assets]. See APB No. 9/30 and
SFAS 117

Value of unrestricted net assets released [transferred] to restricted [temporarily or permanently] net
assets. See APB No. 9/30 and SFAS 117

Total of all expenses shown above [line items 8 thru 19]. eZ-Audit system will calculate this automatically.
Net of all increases [line item 7 minus line item 20 above]. eZ-Audit system will calculate this
automatically.

The balance of unrestricted net assets at the beginning of the fiscal year. See APB No. 9/30 and SFAS
117

The balance of unrestricted net assets at the end of the fiscal year [line item 21 plus lineitem 22]. See
APB No. 9/30 and SFAS 117. eZ-Audit system will calculate this automatically

Click the CANCEL button to erase all entries.

Click the CALCULATE button for eZ-Audit to conduct all calculations.

Click the SAVE and PROCEED button to save all entries and then take you back to the Financial
Statements page.

NOTE | See 34 CFR 668.23, 34 CFR 668.171, and 34 CFR 668.172.
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Cash Flow Statement

If you clicked on the underlined text “Cash Flow Statement” on the Financial Statements page, the screen below
should appear. This page can also be reached by repeating the LOGIN step. This will take you to your institution’s
eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Create Annual Submissions”.
Click on the underlined text “ Financial Statements”, and then click on the underlined text “Cash Flow Statement”
on the lower part of the page. The screen below should appear:

e
F E S tl-t AL]_ 5 &0 AUDIT HOME [ £2 HELR | FI 1 O0GOUT

STUDENT AID

rFinancial Staterments Info Page viZash Flows Staterment

Cash Flows Satement

all fields are required.
Met Cash Provided by {(Used in) Operating activities: %

met Cash Provided by (Used in) Investing Activities: E

Met Cash Provided by (Used in) Financing activities: $l o

Met Increase (Decrease) in Cash and Cash &
Equivalents:

Zash and Cash Equivalents at Beginning of Tear: $l o

Cash and Cash Equivalents at End of Year: §
s CéN%EL* AL C UL AT B WSANE anD PROCEE
artment of Education

1. Net cash provided from [used by] operating activities arrived at by adding non-cash expenses to and
subtracting non-cash revenues from net income. See SFAS NO. 95,102 and 104.

2. Net cash provided [used] from activities involving: a) lending money and collecting on loans, b) acquiring
and selling or disposing on available-for-sale or held-to-maturity securities and c) acquiring and selling or
disposing of long-term productive assets. See SFAS NO. 95,102 and 104.

3. Net cash provided [used] from activities involving a) resources from and returns to owners and b)
borrowing money and repaying or otherwise settling amounts borrowed on short or long-term based
credit. See SFAS NO. 95,102 and 104.

4. The increase [decrease] in the cash balance during the fiscal year; difference in beginning and ending

cash balance for the fiscal year. [sum of line items 1 thru 3 above]. See SFAS NO. 95,102 and 104. eZ-

Audit system will calculate this automatically.

The balance in cash at the beginning of the fiscal year. See SFAS NO. 95,102 and 104.

6. The balance in cash at the end of the fiscal year. [sum of line items 4 and 5 above]. See SFAS NO.

95,102 and 104. eZ-Audit system will calculate this automatically.

Click the CANCEL button to erase all entries.

8. Click the CALCULATE button for eZ-Audit to conduct all calculations.

9. Click the SAVE and PROCEED button to save all entries and to take you back to the Financial
Statements page.
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Program and Audit Information

If you successfully entered or saved the information inputted on the Financial Statements page by clicking on the

SAVE and PROCEED button, the screen below should appear. This page can also be reached by repeating the
LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand side of the page,

you will see a section “Create Annual Submissions”. Click on the underlined text “ Create FYE----Annual
Submission”, and then click on the underlined text “Program and Audit Info”. The screen below should appear:

you must click YES when the system prompts you with this question.

If you are submitting for a school group (i.e. you are the submitting institution for multiple

NOTE schools), please complete all questions on this page from the perspective of the entire
group. In other words, if any of your group audits have specific programs and findings then

& AUDIT HOME, | 5= HELP | F LOGOUT,

NMon-profit Annual Submission PROGRAM AND AUDIT INFO
3 Mon-Profit School
- DPEID:445566I]D<—®

all fields are required.
1. Indicate the Programs Examined in the Attached Audit 4_®

Audited Closeout

FSEOG &4.007
FFELP &4.032
FWS 84.033
FPL &4.038
Pell 84.063
FDLP ©&4.208

2. Indicate the Period Audited {rmm/dd/vyyy): ‘-@
Begin Date:
End Date: I ( : )

OO00gan
Oooogon

Reason if Less than 1 Year: I

®

Please indicate period audited in specified format.
Begin date is the beginning of the audit period.

End date is the end of the audit period.

Provide a reason if your audit period is less than a year.

oM~ wWNE
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Program and Audit Information Continues:

N

))\7/
3. Is this a consolidated Audit report?

MO

4. Review Auditor Information:

Records Indicate your Current Auditor Is: Price Waterhouse 111111117

YES M
Is this information correct?: {© -
Enter Auditors TIN: I < .

5. Does this Audit contain any findings? {(If Question 3 is "yes’, this applies
to all schools listed.)

" YES & NO

If ves, do these include findings of the following types?

YES
Pell Adjustment:

I
Student Eligibility:
Disbursement:

9,

D DD ad

Refunds:

©

10.

11.

If your financial statement is not consolidated, NO will be displayed. If your financial statement is
consolidated, YES will be displayed with the name of the institution the Department of Education has on
file as covered in the financial statements. Please see the note above and contact the help desk at 1-877-
263-0780 if you require additional help or if there are any discrepancies.

This is the auditor on file with the Department of Education.

If the auditor’s information is correct, no action is required. If incorrect, please update with current
information.

This field should be pre-populated. Please enter the auditor’'s Tax Identification Number (TIN) if this
information is incorrect or missing.

If your audit does not contain any findings, click NO and no action is required. If YES and the audit
contains Pell Adjustment, Student Eligibility, Disbursement or Refunds findings, please check all that is
applicable.
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Program and Audit Information Continues:

6. Does the attached audit indicate that this examination was conducted in<_®
accordance with:

YES

Generally Accepted Government Auditing
Standards (GAGAS):

~
AICPA: Lo
0OMB Standards: [

e e -

7. Opinion Type

|- Select an Opinion Type —;|<_®
2. Were there audit findings in the previous year's audit? (If Question 2 is

"yes', this applies to all schools listed.)

i YES  NO

®——’. CANCELL) Iu ggxﬁ‘,; SAVE.aND PROCEEDS

12. Check all appropriate options regarding you audit examination.

13. Select appropriate opinion from the drop down list based on your auditor’s opinion.

14. Choose YES, if your auditor sited any findings in the prior year’s fiscal audit report.

15. Click the CANCEL button to make changes to all entries.

16. Click the SAVE button to ensure all entries are successfully stored by the system for this page.

17. Click the SAVE and PROCEED button to go to the Non Profit Annual Submission-Completeness
Checklist page. This is the next stage in the submission process.

If you are submitting for a school group (i.e. you are the submitting institution for
NOTE ) . . X

multiple schools), please complete all questions on this page from the perspective of the

entire group. In other words, if any of your group audits findings have then you must
click YES when the system prompts you with this question.
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Completeness Checklist
If you successfully entered or saved the information inputted on the Program and Audit Information page by

clicking on the SAVE AND PROCEED button, the screen below should appear. This page can also be reached
by repeating the LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand
side of the page, you will see a section “Create Annual Submissions”. Click on the underlined text “ Create FYE---
-Annual Submission”, and then click on the underlined text “Completeness Checklist ”. The screen below should

ﬁ)pear:

JS‘
FEDERAL
STUDENT AID

&4 AUDIT HOME | ci2 HELP | [ LOGOUT

[A——— Non-profit Annual Submission cHeckusT
i Financial Statements » Non-Profit Schoo
H Program & Audit Info * OPEID:44556600
EH Completeness Checklist
Upload Attachments o Allfields are required.
B submit
@ 1. Are the following items included in the attachment of your Annual
Submission?
YES MO NSA If NSfA, please provide reason
Balance Sheet [ (& I \
Cash Flows Statement i [ I
Statement of Activities [ i i I
Consolidated Statements (" i [ I >
MNotes to Financial Statements s e s I
Schedule of Expenditures of r r I I

Federal Awards

1. This should read your institution’s name and OPEID number. Confirm that this is correct.
2. Check YES for all documents included in your compliance audit attachment and NO if not attached.

a. Provide reasons for each deemed not applicable (“N/A”).
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Completeness Checklist Continues:

Corrective Action Plan

Schedule of Findings &
Questioned Costs

Statement addressing prior
year audit findings

Independent Auditors Report

{THIS REFPCORT SHOULD INCLUDE
AUDITORS' SIGMATURE.)

Independent Auditors Report
on Compliance and on Internal
Control Over Financial
Reporting Based on an Audit
of Financial Statments
Performed in Accordance with
Government Auditing
Standards

Independent Auditors Report
on Compliance with
Requirements Applicable to
Each Major Program and
Internal Control Over
Compliance in Accordance
with OMEBE Circular A-133

2. Additional Motes

Enter anv additional notes or explanation below

+®

20|00

DD |30

DD |0 D

J W SAVE_ ) . SAVE aNDPROCEED,)

3. Provide additional notes as necessary. Please feel free to attach any additional document(s). If you do
attach these additional documents, please write a note in this field advising that you have attached

additional information not required in this process.

o0 A

April 1, 2003

Click the CANCEL button to erase all entries.
Click the SAVE button to save all entries currently on screen.
Click the SAVE and PROCEED button to save all entries and to take you to the Upload Attachment

page.
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Upload Attachments

If you successfully entered or saved the information inputted on the Completeness Checklist page by clicking on
the SAVE and PROCEED button, the screen below should appear. This page can also be reached by repeating
the LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand side of the
page, you will see a section “Create Annual Submissions”. Click on the underlined text “ Create FYE----Annual
Submission”, and then click on the underlined text “Upload Attachments”. The screen below should appear:

Non-profit Annual Submission riLe upLoAD

» Non-Profit Schuul4_®
= OPEID:44556600

Az part of vour Annual Subrission, vou most include an electronic copy of your complete
audited financial staterments, compliance audit and corrective action plan (if applicable).
Please use the fields below to upload the files that you wish to submit to the Department of
Education. For each file vou upload, use the checkboxes to indicate what is contained in the
file. Please note, all files rust be in .pdf format, Upload tirnes may vary depending on
connection speed, but upload times greater than 1 minute is common - please wait for page
to refresh before continuing. All required fields are indicated with an asterisk, Selecting 'all’
satisfies all required fields.

File: _Bowse. $(@

Audited Financial Statements: [
Compliance &udit: [

Corrective Action Plan: [

oOther: [

aAll: [T

ADD o

Lo @ @

SAVE anD PROCEED

This should read the name of your institution and OPEID number. Confirm that this is correct.
Click on the Browse button to search for document(s) to be attached. Then follow instructions on the next
page on searching and attaching document(s).

N
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NOTE

Choose file

A. Scroll down to locate correct directory.

= e m e B

é‘S‘f& Floppy {a:)

|=3 GWCS50 ()

%doe_ca on 'decsofs04, age.local (P
I=2 Group-Share on 'acdoe-dei’ (%23
. I== PublicFolder on ‘acdoe-dod' (i)
Desktop

o

ty Docurnents

C. Ensure the correct file
name is displayed.

B. Select correct folder or
directory to locate file.

D. Click on the Open
button to attach file.

File narne: I

Files of type: |l Files 74

j Open
[

Check all appropriate boxes for the document(s) you attached.
After the document has been attached and the file type identified by checking the box, click the “ADD”
button to ensure that the document has been successfully attached to your compliance audit submission.

Click the CANCEL button to erase all entries.

Click the SAVE button to save all entries currently on screen.
Click the SAVE and PROCEED button to take you to the Not-for-profit Annual submission-submit page.

As part of your annual submission, you must include an electronic copy of your
complete audited financial statements and compliance audit. Please note that all files
must be in a non editable. pdf format and no personal information such as Social

Security Numbers should be contained in attachments. Remember, you can attach additional
information not required during this process. If you do attach additional information, please make

a note in the “Notes” field on the Completeness Checklist page.
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FSA

Not-for-pr

ofit Annual Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submissions by clicking on the SAVE
and PROCEED button, the screen below should appear. This page can also be reached by repeating the LOGIN
step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand side of the page, you will
see a section “Create Annual Submissions”. Click on the underlined text “ Create FYE----Annual Submission”, and

then click on

the underlined text “Submit”. The screen below should appear:

Non-profit Annual Submission suem
» Non-Profit Schoo
= OPEID:44 556600

By selecting to submit, the information you have entered on these pages
will be sent to the Department of Education for review.

Your submission must be prepared in accordance with guidance provided in
34 CFR 668.23, the FSA Audit Guide, or OMB Circular A-133. Once
submitted, you will only have read access to this data.

REMINDER: ONMB still requires submissions of A-133
reports (public and non-profit institutions) to the Federal
Aundit Clearinghouse.

By clicking the "Submit to ED"™ button below, I certify that I am the N
individual currently signed into this system on behalf of the institution, and
that I am authorized to submit this information on behalf of the institution. I
also certify that, to the best of my knowledage and belief, all information in
this document is true and correct. I understand that if the institution
provides false or misleading information, {a) the U.5. Department of
Education may deny or seek to revoke the institution eligibility to
participate in the federal student financial aid programs and {b} the
institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both,
for misinformation that is material to receipt and stewardship of federal
student aid funds.

By clicking the "Submit to ED' button belowve, I certify that I am not in
default on a federal student loan or that I have made satisfactory

arrangement to repay it. J

~SUBMIT-TOE D."‘@ ;

wn e

This should read the name of your institution and OPEID number. Confirm that this is correct.
Read to understand and attest that you have met all requirements.
Click on the SUBMIT TO ED button to complete your Not-for-profit Annual Submission process. This will

then take you to your institution’s homepage with a displayed confirmation of your audit submission.

April 1, 2003

You will have “read” access only once submitted.
NOTE y
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Merger/Change in Ownership

Financial Statement

To complete a Change in Ownership Submission, complete the LOGIN step. This will take you to your institution’s
eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Other Submissions”. Click on
the underlined text “ Create Merger/Change in Ownership Submission”, and then the screen below should

appear:

‘:S-
FEDEJRAL
STUDENT AID

& AUDIT HOME | £i5 HELE | 7] LOGOUT,

Merger/Change in Ownership Submission FinaMCIAL STATEMENTS

El Financial Statements » Non-Profit School
B Upload Attachments 'DPEID:445566@

E submit

Il fields are required.

@ 1. Indicate the Period Covered by Balance Sheet {mm/dd/yyyy
Begin Date: :

End Date:

Reason if Less than 1 Year:
o O | @

LAMCEL ) SAVE ) JSAVE anD PROCEED,)

®__—’Balance Sheet

This should read your institution’s name and OPEID number. Confirm that this is correct.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

Provide a reason if your audit period is less than a year.

Click on Balance Sheet- (see section on completing the Balance Sheet).

Click the CANCEL button to make changes to all entries.

Click the SAVE button to ensure all entries currently on the screen are successfully stored by the system.
Click the SAVE and PROCEED button to go to the Upload Attachments page. This is the next stage in
the submission process.

©ONoOR~WN

Balance Sheet
See ‘Balance Sheet” on the Financial Statements page under Annual Submissions for details in completing all

data fields.

NOTE With a Change in Ownership, Not-for-profit schools are required only to complete the
Balance Sheet (Statement of Position).
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@
Upload Attachments

If you successfully entered or saved the information inputted on the Create Merger/Change in Ownership
Submission-Financial Statements page by clicking on the SAVE and PROCEED button, the screen below should
appear. This page can also be reached by repeating the LOGIN step. This will take you to your institution’s eZ-
Audit homepage. On the upper left hand side of the page, you will see a section “Other Submissions”. Click on the
underlined text “ Create Merger/Change in Ownership Submission”, and then click on the underlined text “Upload
Attachments”. The screen below should appear:

Merger/Change in Ownership Submission upLOAD ATTACHMENTS

» Mon-Profit Schuul@
= OPEID:44556600

As part of your Merger/Change in Ownership Submission, you must include an electronic copy
of the following: Mew Entities: One Day Balance Sheet; Existing Entities: Two years of
complete audited financial statermments and a one day balance sheet, Please use the fields
below to upload the files that wou wish to submit to the Department of Education. For each file O
vou upload, use the checkboxes ta indicate what is contained in the file, Please note, all files 2
must be in .pdf format, Upload times may wary depending on connection speed, but upload
times greater than 1 minute is common - please wait for page to refresh before continuing.
all required fields are indicated with an asterisk. Selecting 'all' satisfies all required fields.

File: Browse. .

o

Audited Financial Statements:
One Day Balance Sheet:
oOther:

All:

s (5

oonog

o o @

CANCEL ) SAVE anD PROCEED.)

1. This should read the name of your institution and OPEID number. Confirm that this correct.
2. Read and follow instructions accordingly.
3. Click on the Browse button to search for document(s) to be attached. Then follow instructions on the next

page on searching for and attaching document(s).
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=i
@3‘:‘; Floppy (&3
l=pawess0 (Co
%doe_ca on 'decsofs04, age.local (P B. Select correct folder or
|=2 Group-Share on "acdoe-del’ {30 directory to locate file.
I==PublicFolder on ‘acdoe-dod' (1)

D. Click on the Open
button to attach file.

C. Ensure the correct file
name is displayed.

File name: I j Open

Files of type: | &1 Fites ) =] Cancel |

e

4, Check all appropriate documents attached.

5. After the document has been selected and the file type identified by checking the box, click the “ADD”
button to ensure that the document has been successfully attached to your compliance audit submission.

6. Click the CANCEL button to make changes to all entries.

7. Click the SAVE button to ensure all entries are successfully stored by the system on this page.

8. Click the SAVE and PROCEED button to save all entries and to take you to the Merger/Change in
Ownership Submission page. This is the next stage in the submission process.

NOTE As part of your change in ownership submission, you must include an electronic copy of
your one-day balance sheet and/or complete audited financial statements. Please note

that all files must be in a non-editable .pdf format.

April 1, 2003 44



Step-by-Step Guide to Using eZ-Audit For Not-for-profit Schools

FSA

Merger/Change in Ownership Submission-Submit
If you successfully entered, saved and attached an electronic copy of your complete audited financial statements
by clicking on the SAVE and PROCEED button, the screen below should appear. This page can also be reached
by repeating the LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand
side of the page, you will see a section “Other Submissions”. Click on the underlined text “ Merger/Change in
Ownership ”, and then click on the underlined text “Submit”. The screen below should appear:

Merger/Change in Ownership Submission suemit
» Mon-Profit School
. uPEID:4455ﬁﬁmﬁ—®

By selecting to submit, the information you have entered on these pages
will be sent to the Department of Education for review.

Your submission must be prepared in accordance with guidance provided in
34 CFR 668.23, the FSA fudit Guide, or OMB Circular &-133. Once
submitted, you will only have read access to this data.

REMINDER: OMB still requires submissions of A-133
reports (public and non-profit institutions) to the Federal
Audit Clearinghouse.

By clicking the "Submit to ED™ button below, I certify that I am the \
individual currently signed into this system on behalf of the institution, and
that I am authorized to submit this information on behalf of the institution. I
also certify that, to the best of my knowledge and belief, all information in
this document is true and correct. I understand that if the institution
provides false or misleading information, {(a) the U.S. Department of
Education may deny or seek to revoke the institution eligibility to
participate in the federal student financial aid programs and {b) the
institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both,
for misinformation that is material to receipt and stewardship of federal
student aid funds.

By clicking the "Submit to ED" button below, I certify that I am not in

default on a federal student loan or that I have made satisfactory

arrangement to repay it. J

_sumr oo +— 3)

N

This should read the name of your institution and OPEID number.
Read to understand and attest that you have met all requirements.

3. Click on the SUBMIT TO ED button to complete your submission process. This will then take you to your
institution’s homepage with a displayed confirmation of your audit submission.

April 1, 2003

You will have “read” access only once submitted.
NOTE y
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Initial/Reinstatement Submission

Financial Statement

To submit your institution’s Initial/Reinstatement Submission, complete the LOGIN step. This will take you to your
institution’s eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Other
Submissions”. Click on the underlined text “ Create Initial Submission”, and then the screen below should appear
with your institution’s name:

“‘S
F EDERAL
STUDENT AID

&) AUDIT HOME | o HELP | [ LOGOUT,

Initial Application Submission FINANCIAL STATEMENTS

B Financial Statements it School
H Completeness Checklist 3 226600
H uUpload sttachments

El Submit all fields are reguired.
1. Are the Financial Stater@dated?

~NO

2. Indicate the Period Audited (mmfddf\;@
Begin Date:

End Mfte
Reason if Less than 1 Year:

3. Review Auditor Information:

Records Indicate your Current Auditor Is; lce Waterhouse 113113131311
[y ln]

Is this information correct?: i i

o

Enter Auditors - 8

This should read your institutions name and OPEID number. Confirm that this is correct.

If your financial statement is not consolidated, NO will be displayed. If your financial statement is
consolidated contact the help desk at 1-877-263-0780 for additional help.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

Provide a reason if your audit period is less than a year.

This is the auditor information on file with the Department of Education.

Please update with current auditor information.

Please enter the auditor’s Tax Identification Number (TIN).

N

©ONo AW

Create Initial Application Submission — Financial Statement Continues:
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4. Are your financial statements prepared in accordance with Generally
Accepted Accounting Principles ( GAAP)?

YES NO
[ @
5. &re your financial statements audited in accordance with Generally

Accepted Government Auditing Standards (GAGAS)?

YES NO
& e

6. Opinion Type

—Selectan Opinion Type — =

9. Are your financial statements prepared in accordance with GAAP? Please see 34CFR 668.23 for

requirements.

10. Are your financial statements audited in accordance with GAGAS? Please see 34CFR 668.23 for

reporting requirements.
11. Please select appropriate opinion type from the drop down lists based on your auditor’s opinion.

April 1, 2003
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Create Initial Application Submission —Financial Statements Continues:

(@
(16

7. Do you have any of the following disclosures in notes 4_@

Going Concern:

-

NODODOTR

Contingent Liabilities:
Debt Agreement ¥iolation:
ED Compliance Issues:
Income Recognition:

Late Refunds:

&B. Enter Financial Statement Data
Balance Sheet

Statement of Activitie
Nash Flow Statement
CANCEL ) SAVE ) LSAVE AND PROCEED.

OO0 Z

:

®

12. If your submission contains any of the disclosures listed, please select all that applies as YES or NO for
all disclosures that do not apply.

13. Under this section, please click on each of the types of statements and complete the fields requested.

14. Click on Balance Sheet —(see section on completing the Balance Sheet).

15. Click on Statement Of Activities -(See section on completing the Statement of Activity).

16. Click on Cash Flow Statement- (see section on completing the Cash Flow Statement).

17. Click the CANCEL button to make changes to all entries.

18. Click the SAVE button to ensure all entries are successfully stored by the system on this page.

19. Click the SAVE and PROCEED button to go to the Completeness Checklist. This is the next stage in the
submission process.

Balance Sheet

See ‘Balance Sheet” on the Financial Statements page under Annual Submissions for details in completing all

data fields.

Statement Of Activities
See “Statement Of Activities” on the Financial Statements page under Annual Submissions for details in

completing all data fields.

Cash Flow Statement
See “Cash Flow Statement” on the Financial Statements page under Annual Submissions for details in

completing all data fields.
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Upload Attachments
If you successfully entered or saved the information inputted on the Completeness Checklist page by clicking on

the SAVE and PROCEED button, the screen below should appear. This page can also be reached by repeating
the LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand side of the
page, you will see a section “Other Submissions”. Click on the underlined text “ Create Initial Application
Submission”, and then click on the underlined text “Upload Attachments”. The screen below should appear:

FSA 4250
. - S ganons. catiar E osuT,

e Initial A pp[ica tion Submission UPLOAD ATTACHMENTS
El Financial Statements » Mon-Profit School 4_@
« OPEID:44556600

E completeness Checklist
B Upload Attachments

Submit

A5 part of vour Initial Application Submission, you must include an electronic copy of your
complete audited Financial Statements for the previous two years, Please use the fields below
to upload the files that vou wish to submit to the Departrment of Education. For each file you
upload, use the checkboxes to indicate what is contained in the file. Please note, all files must
be in .pdf format, Upload tinnes may vary depending on connection speed, but upload times
greater than 1 minute is commaon - please wait for page to refresh before continuing. &ll
required fields are indicated with an asterisk. Selecting 'all' satisfies all required fields.

File: _Browse 42

Audited Financial Statements: [
Other: [ @
all: [

@i

—LANCEL.)  _SAVE =

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Click on the Browse button to search for document(s) to be attached. Then follow instructions on the next

page on searching and attaching document.

April 1, 2003 49




Step-by-Step Guide to Using eZ-Audit For Not-for-profit Schools

A. Scroll down to locate correct directory.
Choose file - = P =]
ook i I@ My Computer j & g Eg-

@3‘:‘; Floppy (&3

= EWCS50 (C:)

%doe_ca on 'decsofs04, age.local (P
I=2 Group-Share on 'acdoe-del’ (%23
I==PublicFolder on ‘acdoe-dod' (1)

B. Select correct folder or
directory to locate file.

D. Click on the Open
button to attach file.

C. Ensure the correct file
name is displayed.

File narne: I

Files of type: [ Files 7] =1

3. Check all appropriate documents attached.

4, After the document has been selected and the file type identified by checking the box, click the “ADD”
button to ensure that the document has been successfully attached to your compliance audit submission.

5. Click the CANCEL button to erase all entries.

6. Click the SAVE button to save all entries currently on the screen.

7. Click the SAVE and PROCEED button to take you to the Initial Application Submission-submit page.

NOTE As part of your Initial Submission, you must include an electronic copy of your 2 most
recent fiscal year end audited financial statements. Please note that all files must be in a

non-editable .pdf format.
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Initial/Reinstatement Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submission by clicking on the SAVE
and PROCEED button, the screen below should appear. This page can also be reached by repeating the LOGIN
step. This will take you to your institutions eZ-Audit homepage. On the upper left hand side of the page, you will
see a section “Other Submissions”. Click on the underlined text “ Initial/Reinstatement Submission”, and then click

on the underlined text “Submit”. The screen below should appear:

Initial Application Submission susmiT
» Mon-Profit School 4—@
« OPEID: 44556600

By selecting to submit, the information you have entered on these pages
will be sent to the Department of Education for reviews.

Your submission must be prepared in accordance with guidance provided in
34 CFR 668.23, the FSa Audit Guide, or OMB Circular A-133. Once
submitted, vou will only have read access to this data.

REMINDER: OMB still requires submissions of A-133
reports (public and non-profit institutions) to the Federal
Aundit Clearinghonse.

By clicking the "Submit to ED™ button below, I certify that I am the \
individual currently siogned into this system on behalf of the institution, and
that I am authorized to submit this information on behalf of the institution. I
also certify that, to the best of my knowledge and belief, all information in
this document is true and correct. I understand that if the institution

provides false or misleading information, {a) the U.S. Department of
Education may deny or seek to revoke the institution eligibility to

participate in the federal student financial aid programs and {b) the >@
institution may be liable for all federal student financial aid fund it or its

students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both,
for misinformation that is material to receipt and stewardship of federal
student aid funds.

By clicking the "Submit to ED" button below, I certify that I am not in
default on a federal student loan or that I have made satisfactory
arrangement to repay it. J

_SUBMIT TO Eni—@

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Please read to understand and attest that you have met all requirements.
3. Click on the “SUBMIT TO ED” button to complete your Initial Application Submission process.

NOTE You will have “read” access only once submitted.
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Stub Audit Submission

Financial Statement

To complete your institution’s Stub Audit Submission, complete the LOGIN step. This will take you to your
institution’s eZ-Audit homepage. On the upper left hand side of the page, you will see a section “Other
Submissions”. Click on the underlined text “ Stub Audit Submission”, and then the screen below should appear
with your institution’s name:

NOTE If you are submitting for a school group (consolidated financial statements and/or
consolidated compliance audit) only one institution (OPEID) in the group should be used

to satisfy the reporting requirement for all institutions that are part of the school group.
In other words, if any of your group audits have specific programs and findings then you must
click YES when the system prompts you with this question. Remember, do not use commas or
other punctuation and place a “0” in any fields with a null value.

F EDERAL

-~ HELP

d LOGOUT

STUDENT AID

Stub Audit SUbMISSION FINANCIAL STATEMENTS

El Completeness Checklist

El Financial Statements siion-Profit School
H Program 2 Audit Info L 3556600
El Upload Attachments Il fieglds required.

B submit ’i Are the Financial Staterr‘nﬁ-@:lated?
STOP 5

NO

2. Indicate the Period Audited (mm,-"dd,-":@
Begin Date: o
End D#¥=T 'o'
Reason for Stub Audit:
3. Reviews Auditor Information:
Records Indicate your Current Auditor Is: Price Wat ause 11113131131

(1]

Is this information correct?} L&

Enter Audito 8

S o

This should read your institution’s name and OPEID number. Confirm that this is correct.

If your financial statement is not consolidated, NO will be displayed. If your financial statement is
consolidated, YES will be displayed with the name of the institution the Department of Education has on
file as covered in the financial statements. Please see the note above and contact the help desk at 1-877-
263-0780 if you require additional help or if there are any discrepancies.

Begin date is the beginning of the audit period.

End date is the end of the audit period.

Provide a reason if your audit period is less than a year.

This is the auditor on file with the Department of Education.
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7. If the auditor’s information is correct, no action is required. If incorrect, please update with current

information.

8. This field should be pre-populated. Please enter the auditor’s Tax Identification Number (TIN) if this
information is incorrect or missing
Stub Audit Submission Continues:

4. Are your financial statements prepared in accurdancrall',r

Accepted Accounting Principles (GAAP)?

YES NO
'l"' C

5. Are your financial statements audited in accurdanerall',r

Accepted Government Auditing Standards (GAGAS)?

YES NO
o g

6. Opinion Type

— select an Jpin] -

9. Are your financial statements prepared in accordance with GAAP? Please see 34CFR 668.23 for

requirements.

10. Are your financial statements audited in accordance with GAGAS? Please see 34CFR 668.23 for
reporting requirements.

11. Please select appropriate opinion type from the drop down list based on your auditor’s opinion.

April 1, 2003
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Stub Audit Submission Continues:

7. Do you have any of the following disclosures in notes 4———@

YES NO

Going Concern:
Contingent Liabilities:
Debt Agreement Yiolation:
ED Compliance Issues:
Income Recognition:

Late Refunds:

Mo Mo Ne He Ne)
D000

14 8. Enter Financial Statement Datq_@
=]

Balance Sheet

@ Statement of Activities
Cash Flow Statement

ANCEL ) SAVE ) .SAVE AND PROCEED.)

12. If your submission contains any of the disclosures listed, please select all that applies as YES, or NO for
all disclosures that do not apply.

13. Under this section, please click on each of the types of statements and complete the fields requested.

14. Click on Balance Sheet —(see section on completing the Balance Sheet).

15. Click on Statement of Activities —(see section on completing the Statement of Activities).

16. Click on Cash Flow Statement-(see section on completing the Cash Flow Statement).

17. Click the CANCEL button to make changes to all entries.

18. Click the SAVE button to ensure all entries are successfully stored by the system on this page.

19. Click the SAVE and PROCEED button to go to the Completeness Checklist. This is the next stage in the
submission process.

Balance Sheet
See “Balance Sheet” on the Financial Statements page under Annual Submissions.

Statement of Activities
See “Statement of Activities” on the Financial Statements page under Annual Submissions.

Cash Flow Statement
See “Cash Flow Statement” on the Financial Statements page under Annual Submissions.

Not-for-profit schools submitting a Stub Audit Submission are required to complete: the
NOTE Balance Sheet, Statement of Activities and Cash Flow Statement.
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Completeness Checklist
If you successfully entered or saved the information inputted on the Financial Statements page by clicking on the

SAVE AND PROCEED button, the screen below should appear. This page can also be reached by repeating the
LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand side of the page, you
will see a section “Other Submissions”. Click on the underlined text “ Stub Audit Submission”, and then click on the

underlined text “Completeness Checklist ”. The screen below should appear:

FEDERAL
STUDENT AID

Stub Audit Submission cHEckLIST

I
[l Financial Statements » Non-Profit School
B Program 2 Audit Info - DPEID:4455660“<_®
E Completeness Checklist
Upload Attachments ﬂlll fields are required.
H Submit L . . .
STOP 1. Are the following items included in the attachment of your Stub Audi
Submission?
YES NO NfA If NfA, please provide reason
Balance Sheet (@ (@ I
Cash Flows Statement (7 . I
Statement of Activities T I I I >
Consolidated Statements [ [ [ I
MNotes to Financial Statements ' e e I
Schedule of Expenditures of ' I I I

J

Federal Awards

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Check YES for all documents included in your compliance audit attachment and NO if not attached.

a. Provide reasons for each deemed not applicable (“N/A”).
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Completeness Checklist Continues:

Corrective Action Plan

Schedule of Findings &
Questioned Costs

Statement addressing prior
year audit findings

DD DD
DD DD
DD DD

Independent Auditors Report

(THIS REFPORT MUST INCLUDE
AUDITORS' SIGHNATURE.)

Independent Auditors Report
on Compliance and on Internal @
Control Over Financial
Reporting Based on an Audit
of Financial Statments [ i
Performed in Accordance with
Generally Accepted
Government Auditing
Standards (GAGAS)

Independent Auditors Report
on Compliance with
Requirements Applicable to
Each Major Program and (. [
Internal Control Over _)
Compliance in Accordance
with OMB Circular A-133

2. Additional Notes
Enter any additional notes or explanation below
@y 2]

o o> ®

3. Provide additional notes or comments as necessary. Please feel free to attach any additional
document(s). If you do attach these additional documents, please write a note in this field advising that
you have attached additional information not required in this process.

4. Click the CANCEL button to erase all entries.

5. Click the SAVE button to save all entries currently on screen.

6. Click the SAVE and PROCEED button to take you to the Upload Attachment page.
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Upload Attachments

If you successfully entered or saved the information inputted on the Completeness Checklist page by clicking on
the SAVE and PROCEED button, the screen below should appear. This page can also be reached by
repeating the LOGIN step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand
side of the page, you will see a section “Other Submissions”. Click on the underlined text “ Stub Audit
Submission”, and then click on the underlined text “Upload Attachments”. The screen below should appear:

B |

Stub Audit Submission uPLOAD ATTAC

» Mon-Profit School 4—-@
= OPEID:44 556600

-

MENTS

&5 part of your Stub &udit Subrission, you must include an electronic copy of your complete
audited financial staterments, compliance audit and corrective action plan {if applicable}.
Please use the fields below to upload the files that vou wish to submit to the Department of
Education. For each file vou upload, use the checkboxes to indicate what is contained in the
file. Please naote, all files must be in .pdf forrmat, Upload times may vary depending an
connection speed, but upload times greater than 1 minute is comrmon - please wait for page
to refresh before continuing. All reguired fields are indicated with an asterisl. Selecting 'all'
satisfies all required fields,

File: Browse... |

Audited Financial Statements: [
Compliance Audit: [
Corrective Action Plan: [ @
Other: [
all: [
wson. *+(D
W CANCEL ) SAVE_ ) WSAVE ANDPROCEED,)

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Click on the Browse button to search for document(s) to be attached. Then follow instructions on the next
page on searching and attaching document.
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ok in: I@ My Computer L_I © o EB-

@3‘:‘; Floppy (&3
B. Select correct folder or
directory to locate file.

l=Gwess0 (c)

%doe_ca on 'decsofs04, age.local (P
I=2 Group-Share on ‘acdoe-de1’ (323
I==PublicFolder on ‘acdoe-dod' (1)

C. Ensure the correct file
name is displayed.

D. Click on the Open
button to attach file.

File name: I — j Open

Files of type: | 21 Fites ) =] Cancel |

e

3. Check all appropriate documents attached.

4, After the document has been selected and the file type identified by checking the box, click the “ADD”
button to ensure that the document has been successfully attached to your compliance audit submission.

5. Click the CANCEL button to erase all entries.

6. Click the SAVE button to save all entries currently on the screen.

7. Click the SAVE and PROCEED button to take you to the Stub Audit Submission-submit page.

As part of your stub audit submission, you must include an electronic copy of your
NOTE complete audited financial statements and compliance audit. Please note that all files
must be in a non-editable .pdf format and no personal information should be contained
in attachments such as Social Security Numbers.
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Stub Audit Submission-Submit

If you successfully entered, saved and attached an electronic copy of your submission by clicking on the SAVE
and PROCEED button, the screen below should appear. This page can also be reached by repeating the LOGIN
step. This will take you to your institution’s eZ-Audit homepage. On the upper left hand side of the page, you will
see a section “Other Submissions”. Click on the underlined text “ Stub Audit Submission”, and then click on the

underlined text “Submit”. The screen below should appear:

Stub Audit Submission suemiT
» Mon-Profit Schuul<—®
= OPEID:44 556600

By selecting to submit, the information you have entered on these pages
will be sent to the Department of Education for review.

Your submission must be prepared in accordance with guidance provided in
34 CFR 668.232, the FSA Audit Guide, or OMB Circular A-133. Once
submitted, you will only have read access to this data.

REMINDER: OMDB still requires submissions of A-133
reports (public and non-profit institutions) to the Federal
Aundit Clearinghouse.

N

By clicking the "Submit to ED" button bhelows, I certify that I am the
individual currently signed into this system on behalf of the institution, and
that I am authorized to submit this information on behalf of the institution. I
also certify that, to the best of my knowledge and belief, all information in
this document is true and correct. I understand that if the institution
provides false or misleading information, (a) the U.S. Department of

Education may deny or seek to revoke the institution eligibility to >@
participate in the federal student financial aid programs and (b) the

institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both,
for misinformation that is material to receipt and stevrardship of federal
student aid funds.

By clicking the "Submit to ED" button below, I certify that I am not in J
default on a federal student loan or that I have made satisfactory
arrangement to repay it.

_SUBMIT ToJED4=®

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Please read to understand and attest that you have met all requirements.
3. Click on the "SUBMIT TO ED” button to complete your Stub Audit Submission process.

Audit must be attached.
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Change in FY End

Change in FY END Submission
This page can be reached by repeating the LOGIN step. This will take you to your institutions eZ-Audit

homepage. On the upper left hand side of the page, you will see a section “Other Submissions”. Click on the
underlined text “ Change Fiscal Year End Date”, and then click on the underlined text “Change in FY End”. The

screen below should appear:

J‘S_'
FEDERAL
STUDENT AID

Change in Fiscal Year End Submission
b Mon-Profit Schoo
= JPEID: 44556600

Our records indicate that the current fiscal vear end far
Non-Profit School is 10/31/200

Enter new fiscal year end: I._Ianuary ;”31 IZDDZ ;I<-—®

By clicking the "Submit to ED" button below, I certify that I am the
individual currently signed into this system on behalf of the institution, and
that I am authorized to submit this information on behalf of the institution. I
also certify that, to the best of my knowledge and belief, all information in
this document is true and correct. I understand that if the institution
provides false or misleading information, {a) the U.S. Department of
Education may deny or seek to revoke the institution eligibility to
participate in the federal student financial aid programs and (b} the
institution may be liable for all federal student financial aid fund it or its
students received. I also understand that I may be subject to a fine of not
more than $25,000 or imprisonment of not more than five years, or both, for
misinformation that is material to receipt and stewardship of federal

student aid funds.
By clicking the "Submit to ED" button below, I certify that I am not in default

on a federal student loan or that I have made satisfactory arrangement to

MMM—@
This should read the name of your institution and OPEID number. Confirm that this is correct.

This represents information on file with ED concerning current fiscal year.

Click on the drop down list to change date as desired.
Click on the “SUBMIT TO ED” button to ensure that date change is captured by the eZ-Audit system.

NOTE When notifying ED of a change in fiscal year end, please submit change 90 days prior to

your current fiscal year end date. Contact your Case Team Representative for
information regarding additional submission requirements.

repay it.

PO PR
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Waiver/Exemption Request

Create Waiver/Exemption Request

This page can be reached by repeating the LOGIN step. This will take you to your institution’s eZ-Audit
homepage. On the upper left hand side of the page, you will see a section “Other Submissions”. Click on the
underlined text “ Other Submissions”, and then click on the underlined text “Create Waiver Exemption Request”.

The screen below should appear:

3 NOMN-PROFIT SCHOO
= OPEID: 44556600

inforrmation.

Create Waiver Exemption Request

Flease use the fields below to upload your Waiver/Exemption Request into the system. Please
note, all files must be in .pdf format, Once all file{s) have been uploaded, select "Submit",
Selecting "Cancel" will return vou to your home page without saving or submitting vour

Browse. .. ! ( : )

By clicking the "Submit to ED"™ button below, I certify that I
am the individual currently signed into this s¥ystem on behalf
of the institution, and that I am authorized to submit this
information on behalf of the institution. I also certify that, to
the best of my knowledge and belief, all information in this
document is true and correct. I understand that if the
institution provides false or misleading information, {a) the
U.5. Department of Education may deny or seek to revoke
the institution eligibility to participate in the federal student
financial aid programs and (b) the institution may be liable
for all federal student financial aid fund it or its students
received. I also understand that I may be subject to a fine of
not more than $25,000 or imprisonment of not more than
five years, or both, for misinformation that is material to
receipt and stewardship of federal student aid funds.

By clicking the "Submit to ED" button below, I certify that I
am not in default on a federal student loan or that I have
made satisfactory arrangement to repay it.

Ca) oo summiont—(5)

1. This should read the name of your institution and OPEID number. Confirm that this is correct.
2. Click on the Browse button to search for document to be attached. The screen below should appear:

A. Scroll down to locate correct directory.

- e mEm e E-

File narne:

Files of type:

April 1, 2003
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name is displayed.
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3. After the document has been attached and the file type identified by checking the box, click the “ADD”
button to ensure that the document has been successfully attached to your compliance audit submission.

The screen will then change to the screen below:

Create Waiver Exemption Request

> NOM-PROFIT SCHOGQL
- OPEID: 44556600

Plzase use the fields below to upload your Waiver/Exermption Request into the systern, Please
note, all files must be in .pdf format. Once all file{s) have been uploaded, select "Submit".
Selecting "Cancel" will return you to your home page without saving or submitting vour

Fite™: | M
ADD m
- 3

r . P Eem——" =,
S2-FS.pdf | Request document -M«.‘—

By clicking the "Submit to ED"™ button below, I certify that 1
am the individual currently signed into this systen on behalf
of the institution, and that I am authorized to submit this
information on behalf of the institution. I also certify that, to
the best of my knowledge and belief, all information in this
document is true and correct. T understand that if the
institution provides false or misleading information, {(a) the
.5 Department of Education may deny or seek to revoke
the institution eligibility to participate in the federal student
Ffinancial aid programs and {(b) the institution mav be liable
Ffor all federal student financial aid fund it or its students
received. I also understand that I may be subject to a fine of
not more than $25,000 or imprisonment of not more than
five vyears, or both, for misinformation that is material to
receipt and stewardship of federal student aid funds_

By clicking the "Submit to ED" button below, I certify that I
am not in default on a federal student loan or that I have
made satisfactory arrangement to repay it.

O Pecance) sumniomn.« ()

4. Click the CANCEL button to erase all entries.
5. Click the SUBMIT TO ED button to submit your Waiver Exemption Request. This will then take you to
your institution’s homepage with a displayed confirmation of your transaction.

imforrmation.
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Additional Information

Additional Information Submission
This page can be reached by repeating the LOGIN step. This will take you to your institution’s eZ-Audit

homepage. On the upper left hand side of the page, you will see a section “Other Submissions”. Click on the
underlined text “ Other Submissions”, and then click on the underlined text “Submit Additional Information”. The

screen below should appear:

JS‘
F E D EFR AL o
STUDERNT AID

Additional Informati Submission
> Non-Profit School
= OPEID: 44556600

To submit additional information, you must select 5 submission from the drop-down be

below to associate it with. Pleases use the additional fislds to upload the files that wou with o
subrnit to the Department of ED. Flease not, all fislds mmust be in .pdf for
Submission to Associate[— T _—
i I Select a Submission I
[ Browse... 40D o

£ AUDIT
= & AUD OME

.o HELP ElLoGouT

File*:

U, =. Department of Education

This should read the name of your institution and OPEID number. Confirm that this is correct.

Select a submission type.
Click on the Browse button to search for document to be attached. The screen below should appear:
A. Scroll down to locate co@

| «e=m e BE-

wn =

é‘S‘f& Flappy (A1)
[=aGWeSE0 (0

%doe_ca on 'decsofs04,agelocal (P
I== Group-Share on 'acdoe-dol’ (3:)
I==PublicFolder on ‘acdoe-dod' (1)

B. Select correct folder or
directory to locate file.

D. Click on the Open
button to attach file.

C. Ensure the correct file
name is displayed.

I j Open |

Files of type: | Files %9

File narne:

4. After the document has been attached and the file type identified by checking the box, click the “ADD”
button to ensure that the document has been successfully attached to your compliance audit submission

NOTE All schools are allowed to submit additional information (not requested) related to a
current submission before Case Management has completed the review of the schools

submission.
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Appendix

Rules of Behavior
eZ-Audit System Rules of Behavior
Statement of Acceptance of User Responsibility

For Official, Approved Use Only — the eZ-Audit system is funded by the Government to support various
programmatic efforts needed to accomplish the FSA mission. As such, these resources are to be used
only for official Government business. Users should remember that when they use the eZ-Audit system,
they are acting in their employment capacity on behalf of ED. Unless approved in writing by
management, any activity outside that employment capacity, or which could bring harm or
embarrassment to ED/FSA must be avoided.

Privacy Expectations — All users are cautioned that, in general computers, networks, and information
systems are not “private.” Users should have no expectation of privacy when using computing resources.
E-mail sent via the eZ-Audit system may bear site-specific identifiers in the address (hame@ed.gov). As
such, regardless of disclaimers, users employing ED/FSA e-mail are representing the site and ED/FSA
and must act accordingly.

Monitoring of Computing Resources— Activities on ED/FSA systems and networks are subject to
monitoring, recording, and periodic audits to ensure that the resources are functioning properly and to
protect against unauthorized use. The System Administrator may access any user’'s computer system or
data communications and disclose information obtained through such auditing to appropriate third parties,
e.g., law enforcement personnel. Use of ED/FSA computing resources implies consent by the user to
such monitoring, recording, and auditing.

Violations — It is critical that all users adhere to ED/FSA computer policies and accepted user principles
regarding appropriate use. Violations of these principles or policies may lead to disciplinary action,
possibly including termination of funding and/or employment. Designated administrators or other
authorized personnel will evaluate and determine the degree of violation and appropriate disciplinary
action.

Manager/Administrator Responsibilities — Management personnel will lead in applying these user
principles. Managers are responsible for implementing these accepted user principles in their
organization and will be accountable for ensuring that users are aware of and acknowledge their
responsibilities.

Accepted User Principles

Users’ access to computing resources indicates a level of trust bestowed upon them by their
management and ultimately by ED. Users are responsible for their actions and must be aware of and
acknowledge their responsibilities.

At aminimum all users are responsible for these principles:
= Ensuring that the eZ-Audit system is used only for official Government business.
= Knowing who their site computer security personnel are and how they can be contacted.
= Ensuring that the eZ-Audit system is used in compliance with Title IV program participation
agreements and other applicable regulatory requirements to ensure program integrity.
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Protecting the information users are processing from access by, or disclosure to, unauthorized
personnel.

Immediately reporting all security incidents and potential threats and vulnerabilities involving
computing resources to designated computer security personnel.

Protecting authenticators, such as passwords.

Reporting any compromise or suspected compromise of a password to designated computer
security personnel.

Accessing only systems, networks, data, control information, and software for which they are
authorized.

Ensuring that system media and system outputs are marked according to their sensitivity and are
properly controlled and stored.

Knowing required storage sanitizing procedures (e.g., overwriting disks that contain sensitive data
prior to reuse).

Avoiding the introduction of malicious code into any computing resource.

Preventing physical damage to the system.

Notifying management before relocating computing resources.

Ensuring that the work area is secured at all times and not duplicated.

Following procedures for signing out sensitive application documentation when removing these
documents from the library and ensuring that sensitive information is not removed from the work
area.

Not removing equipment or storage media from the work area without prior written authorization
from the designated systems administrators, security officer or other authorized personnel.

Signature Date
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Statement of Financial Positions (Balance Sheet) Mapping and References for eZ-

Audit
# | Line Item Description Mapped | Accounting | Regulatory
Reference | Reference | Reference

1 | Cash and Cash | Cash on hand, demand Statement SFAC 34 CFR

Equivalents deposits in banks and other of No.6, 668.23

accounts characteristic of Financial FASB 34 CFR

demand deposits that may be Position | Technical 668.171

withdrawn without prior notice and Notes | Bulletin 34 CFR

or substantial penalty. No. 81-4 668.172

& SFAS
117

2 Accounts All amounts due from students | Statement SFAC 34 CFR

Receivable on account. of No0.6 & 668.23

- Students Financial SFAS 34 CFR

Position 117 668.171

and Notes 34 CFR

668.172

3 Accounts All amounts due from employee | Statement SFAC 34 CFR

Receivable borrowings from the institution of No.6 & 668.23

- Employee or employee advances. Financial SFAS 34 CFR

Position 117 668.171

and Notes 34 CFR

668.172

4 Accounts All amounts due from related Statement SFAC 34 CFR

Receivable, parties [owners, shareholders of No0.6 & 668.23

- Related and affiliates] on account that Financial SFAS 34 CFR

Parties; secured | are collateralized or subject to a Position 57/117 668.171

security agreement. and Notes 34 CFR

668.172

5 Accounts All amounts due from related Statement SFAC 34 CFR

Receivable, - | parties [owners, shareholders of No.6 & 668.23

Related Parties: | and affiliates] on account that Financial SFAS 34 CFR

unsecured are not collateralized or subject Position 57/117 668.171

to a security agreement. and Notes 34 CFR

668.172
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# | Line Item Description Mapped | Accounting | Regulatory
Reference | Reference | Reference
6 | Contributions All amounts receivable from Statement SFAC 34 CFR
Receivable contributors and/or donors. of No.6 & 668.23
Financial SFAS 34 CFR
Position 117 668.171
and Notes 34 CFR
668.172
7 Pledged All amounts receivable due to Statement SFAC 34 CFR
receivables pledges by constituents, etc. of No0.6 & 668.23
Financial SFAS 34 CFR
Position 117 668.171
and Notes 34 CFR
668.172
8 Accounts All amounts on account not Statement SFAC 34 CFR
Receivables, included in line items 2 thru 7 of No.6 & 668.23
- other above. Financial SFAS 34 CFR
Position 117 668.171
and Notes 34 CFR
668.172
9 Allowance for | The amount of an allowance Statement SFAC 34 CFR
Doubtful recorded to recognize the value of No0.6 & 668.23
Accounts of uncollectible accounts. Financial SFAS 34 CFR
Position 117 668.171
and Notes 34 CFR
668.172
10 | Net Accounts | Net realizable value of all Statement SFAC 34 CFR
Receivable accounts receivable. Equals of No0.6 & 668.23
gross accounts receivable less Financial SFAS 34 CFR
the allowance for doubtful Position 117 668.171
accounts [line items 2 thru 8 and Notes 34 CFR
minus 9]. 668.172
11 Prepaid Expenses that result from a Statement | SFAC 34 CFR
Expenses cash outlay in a prior period; of No.6 & 668.23
and, has not yet been Financial SFAS 34 CFR
consumed. Position 117 668.171
and Notes 34 CFR
668.172
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# | Line Item Description Mapped | Accounting | Regulatory
Reference | Reference | Reference
12 Inventories The cost of goods purchased Statement | SFAC 34 CFR
for resale in the normal course of No0.6 & 668.23
of business. Financial SFAS 34 CFR
Position 117 668.171
and Notes 34 CFR
668.172
13 Notes All amounts due from related Statement | SFAC 34 CFR
Receivable parties [owners, shareholders of No.6 & 668.23
- Related and affiliates] on account in the Financial SFAS 34 CFR
Parties; secured | form of promissory notes that Position 57/117 668.171
are collateralized or subjectto a | and Notes 34 CFR
security agreement. 668.172
14 Notes All amounts due from related Statement | SFAC 34 CFR
Receivable, parties [owners, shareholders of No0.6 & 668.23
- Related and affiliates] on account in the Financial SFAS 34 CFR
Parties; form of promissory notes that Position 57/117 668.171
unsecured are not collateralized or subject | and Notes 34 CFR
to a security agreement. 668.172
15 Notes All amounts on account in the Statement SFAC 34 CFR
Receivable form of promissory notes not of No.6 & 668.23
- Other included in line items 11 and 12 | Financial | SFAS 117 34 CFR
above. Position 668.171
and Notes 34 CFR
668.172
16 | Property, Plant | Property, Plant and Equipment | Statement SFAC 34 CFR
and Equipment, | used in operations [placed in of No.6 & 668.23
including service]; not to include Financial SFAS 34 CFR
capitalized construction in progress. Position 117/121 668.171
leases and Notes 34 CFR
668.172
17 | Accumulated | Cumulative total of all Statement | SFAS 93, 34 CFR
Depreciation | depreciation expense incurred of APB No. 1 668.23
on property, plant and Financial & 34 CFR
equipment including capital Position SFAS 668.171
leases used in operations. and Notes 93/117 34 CFR
668.172
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# | Line Item Description Mapped | Accounting | Regulatory

Reference | Reference | Reference
18 | Net Property, | Property, Plant and Equipment | Statement | Calculated 34 CFR
Plant and including capitalized leases net of 668.23
Equipment, of accumulated depreciation. Financial 34 CFR
including [line item 16 minus line item 17] | Position 668.171
capitalized and Notes 34 CFR
leases 668.172
19 | Bond Issuance | Costs of issuing bonds Statement SFAC 34 CFR
Costs including documents of No.6 & 668.23
preparation, origination, Financial | SFAS 117 34 CFR
placement fees, etc. Position 668.171
and Notes 34 CFR
668.172
20 Intangible All purchased intangibles Statement | APB No.1, 34 CFR
Assets, net of | including patents, franchises, of SOP 98-5 668.23
accumulated | copyrights, trademarks, brand Financial & 34 CFR
amortization names, covenants not to Position SFAS 668.171
compete, goodwill, and Notes 117/142 34 CFR
accreditation costs, program 668.172

development costs, etc.

21 Investments Debt and equity securities, Statement SFAC 34 CFR
facilities, land and other assets of No.6 & 668.23
held for long-term purposes. Financial SFAS 34 CFR

Position 115/117 668.171

and Notes 34 CFR

668.172

22 Deferred Deferred [capitalized] Statement | SOP 93-7 34 CFR
Advertising advertising costs resulting from of & 668.23

direct response advertising, Financial | SFAS 117 34 CFR

only. Position 668.171

and Notes 34 CFR

668.172

23| Other Assets | All assets not included in line Statement SFAC 34 CFR
items 1 thru 20 above. of No.6 & 668.23

Financial | SFAS 117 34 CFR

Position 668.171

and Notes 34 CFR

668.172
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# | Line Item Description Mapped | Accounting | Regulatory
Reference | Reference | Reference
24 Assets Sum of all assets included in Statement | Calculated 34 CFR
line items 1 thru 23 above. of 668.23
Financial 34 CFR
Position 668.171
and Notes 34 CFR
668.172
25 Accounts All amounts owed to suppliers | Statement SFAC 34 CFR
Payable or providers of services from of No.6 668.23
normal operations. Financial & 34 CFR
Position | SFAS 117 668.171
and Notes 34 CFR
668.172
26 Refunds All amounts owed to students Statement SFAC 34 CFR
Payable and/or financial partners of No.6 668.23
subject to Title IV programs. Financial & 34 CFR
Position | SFAS 117 668.171
and Notes 34 CFR
668.172
27 Student All amounts owed to students Statement SFAC 34 CFR
Deposits and | from deposits and advance of No.6 668.23
Advances payments. Financial & 34 CFR
Position | SFAS 117 668.171
and Notes 34 CFR
668.172
28 Accrued Current liabilities that result Statement SFAC 34 CFR
Expenses from the consumption of an of No.6 668.23
asset or service during the Financial & 34 CFR
fiscal year prior to payment. Position | SFAS 117 668.171
and Notes 34 CFR
668.172
29 | Deferred Tuition | Receipts on tuition not Statement | SFAC 34 CFR
recognized as revenue due to of No.6 668.23
Department policy requiring pro | Financial & 34 CFR
rata recognition. Position SFAS 668.171
and Notes 117 34 CFR
668.172
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# | Line Item Description Mapped | Accounting | Regulatory
Reference | Reference | Reference
30 | Lines of Credit | Amounts owed due to lines of Statement | SFAC 34 CFR
credit with banks. of No.6 668.23
Financial & 34 CFR
Position SFAS 668.171
and Notes 117 34 CFR
668.172
31| Capital Lease | Net present value of minimum Statement | SFAS 34 CFR
Obligations lease payments not maturing of 13/98 668.23
during the next fiscal year. Financial & 34 CFR
Position SFAS 668.171
and Notes 117 34 CFR
668.172
32 | Long-term Debt, | All formal long-term debt Statement | SFAS 47 34 CFR
Notes instruments in the form of of & 668.23
promissory notes used for long- | Financial SFAS 34 CFR
term purposes. Position 117 668.171
and Notes 34 CFR
668.172
33 | Long-term Debt, | All formal long-term debt Statement | SFAS 47 34 CFR
Bonds instruments in the form of of & 668.23
bonds used for long-term Financial SFAS 34 CFR
purposes. Position 117 668.171
and Notes 34 CFR
668.172
34 | Long-term Debt, | All other instruments of debt Statement | SFAS 47 34 CFR
Other used for long-term purposes. of & 668.23
Financial SFAS 34 CFR
Position 117 668.171
and Notes 34 CFR
668.172
35 Post All amounts owed on plans that | Statement | SFAS 34 CFR
Employment & | pay employees or their of 106, 112, 668.23
Post Retirement | beneficiaries for post Financial 32 34 CFR
Benefits reemployment or post Position & 668.171
retirement benefits other than and Notes SFAS 34 CFR
pensions; must be shown on 117 668.172
face of the balance sheet.
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# | Line Item Description Mapped | Accounting | Regulatory
Reference | Reference | Reference
36 Deferred All amounts owed for pensions, | Statement | SFAS 106, 34 CFR
Compensation | retirements and other deferred of 112, 32 668.23
elements of compensation Financial & 34 CFR
Position | SFAS 117 668.171
and Notes 34 CFR
668.172
37 Annuities Obligations arising from Statement | Audit and 34 CFR
Payable transactions with donors via of Accounting 668.23
split interest agreements, etc. Financial Guide 34 CFR
Position [AICPA] 668.171
and Notes Not-For 34 CFR
Profits 668.172
38 | Other Liabilities | All liabilities not included in line | Statement SFAC 34 CFR
items 25 thru 37 above. of No.6 668.23
Financial & 34 CFR
Position | SFAS 117 668.171
and Notes 34 CFR
668.172
39 Liabilities Sum of all liabilities included in | Statement | Calculated 34 CFR
line items 25 thru 38 above. of 668.23
Financial 34 CFR
Position 668.171
and Notes 34 CFR
668.172
40 Unrestricted Net assets of the institution not | Statement SFAC 34 CFR
Net Assets subject to donors restrictions of No.6 668.23
as to time and purpose Financial & 34 CFR
Position SFAS 117 668.171
and Notes 34 CFR
668.172
41 | Annuities, Life Components of temporarily Statement | Audit and 34 CFR
Income Funds restricted net assets that arise of Accounting 668.23
and Term from transactions with owners Financial Guide 34 CFR
Endowments via split interest agreements. Position [AICPA] 668.171
and Notes Not-For 34 CFR
Profits 668.172
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42 Other All temporarily restricted net Statement SFAC 34 CFR
Temporarily assets not included in line item of No.6 668.23
Restricted Net | 41 above. Financial & 34 CFR
Assets Position | SFAS 117 668.171

and Notes 34 CFR

668.172

43 Total Total nets assets of the Statement | Calculated 34 CFR
Temporarily institution temporarily subject to of 668.23
Restricted Net | donor’s restrictions as to time Financial 34 CFR
Assets or purpose [included in line Position 668.171

items 41 thru 42 above]. and Notes 34 CFR

668.172

44 | Permanently | Net assets of the institution Statement SFAC 34 CFR
Restricted Net | permanently subject to donor’s of No.6 668.23
Assets restrictions as to time and Financial & 34 CFR

purpose. Position | SFAS 117 668.171

and Notes 34 CFR

668.172

45 Net Assets Sum total of all categories of Statement | Calculated 34 CFR
net assets [sum of line items of 668.23

40, 43 and 44 above]. Financial 34 CFR

Position 668.171

and Notes 34 CFR

668.172

46 |iabilities and Sum of Total Liabilities and Statement | Calculated 34 CFR
5sets Total Net Assets [line item 39 of 668.23
plus line item 45] Financial 34 CFR

Position 668.171

and Notes 34 CFR

668.172

April 1, 2003

73




S

Step-by-Step Guide to Using eZ-Audit For Not-for-profit Schools

Statement of Activities Mapping and References for eZ-Audit

# |tem Mapped | Accounting | Regulatory
Reference | Reference | Reference
1 | Tuition and Fees | Income received from students Statement APB 34 CFR
duly enrolled in the institution of No0.9/30 668.23
per ED income recognition Activities & 34 CFR
policy net of internal and Notes SFAS 668.171
scholarships. 117 34 CFR
668.172
2 Contributions | Value of assets received from Statement APB 34 CFR
contributors and donors via of No0.9/30 668.23
transactions with unrelated Activities & 34 CFR
parties. and Notes SFAS 668.171
117 34 CFR
668.172
3 Auxiliary Income received from Statement APB 34 CFR
Enterprises supporting or supplementary of No0.9/30 668.23
activities [e.g. dormitories, food Activities & 34 CFR
service, book store]. and Notes SFAS 668.171
117 34 CFR
668.172
4 Investment Income received from assets Statement APB 34 CFR
Income classified as investments [e.g. of No0.9/30 668.23
debt and equity securities]. Activities & 34 CFR
and Notes SFAS 668.171
117 34 CFR
668.172
5 Other Income | All income elements not Statement APB 34 CFR
included in line items 1 thru 4 of No0.9/30 668.23
above [including all other Activities & 34 CFR
increases in unrestricted net and Notes SFAS 668.171
assets [transfers in]. 117 34 CFR
668.172
6 Net Assets Value of all assets released to Statement APB 34 CFR
Released from | unrestricted net assets for of No0.9/30 668.23
Restrictions operations purposes after lapse | Activities & 34 CFR
of donor restrictions. and Notes SFAS 668.171
117 34 CFR
668.172
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7 Total Sum total of elements of Statement | Calculated 34 CFR
Unrestricted income [line items 1 thru 6 of 668.23
Revenues abovel]. Activities 34 CFR

and Notes 668.171

34 CFR

668.172

8 Instruction Expense incurred on activities Statement APB 34 CFR
Expense conducted for instructional of No0.9/30 668.23
purposes [e.g. faculty Activities & 34 CFR

salary/wages and related and Notes SFAS 668.171

expenses, instruction materials, 117 34 CFR

etc.]. 668.172

9 Expense incurred on activities Statement APB 34 CFR
conducted for research of No0.9/30 668.23

purposes [e.g. cost of wages, Activities & 34 CFR

materials and facilities]. and Notes SFAS 668.171

117 34 CFR

668.172

10 | Public Service | Expense on activities Statement APB 34 CFR
Expense conducted for public service of No0.9/30 668.23
purposes [e.g. community Activities & 34 CFR

services, public relations, etc.]. | and Notes SFAS 668.171

117 34 CFR

668.172

11 Academic Expense on activities Statement APB 34 CFR
Support conducted for academic of N0.9/30 668.23
Expense support [e.g. President’s Office, | Activities & 34 CFR
Financial Aid, Registrar, and Notes SFAS 668.171

Business Office, etc.]. 117 34 CFR

668.172

12 Student Expense on activities Statement APB 34 CFR
Services conducted for student services of No0.9/30 668.23
Expense [admissions, student affairs, Activities & 34 CFR
placement, publications, etc.]. and Notes SFAS 668.171

117 34 CFR

668.172
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13 Institutional Expense on activities Statement APB 34 CFR
Support conducted for institutional of N0.9/30 668.23
Expense support [computer services, Activities & 34 CFR

special programs, alumni and Notes SFAS 668.171

relations, etc.]. 117 34 CFR

668.172

14 | Depreciation Expenses for the systematic Statement APB 34 CFR
and expiration of tangible assets of No0.9/30 668.23
Amortization [depreciation] and intangible Activities & 34 CFR
Expense assets [amortization] used in and Notes SFAS 668.171
operations 93/117 34 CFR

668.172

15 Interest Expenses on outstanding debt | Statement APB 34 CFR

Expense securities of the institution. of No0.9/30 668.23
Activities & 34 CFR

and Notes SFAS 668.171

117 34 CFR

668.172

16 Auxiliary Expense incurred on other Statement APB 34 CFR

Enterprises supporting or supplemental of No0.9/30 668.23
Expense activities [e.g. dormitories, food | Activities & 34 CFR
service, grounds, maintenance, | and Notes SFAS 668.171
book store, etc.] 117 34 CFR
668.172
17 Internal Costs of internal developed Statement APB 34 CFR
Scholarships, | scholarships; should be treated of N0.9/30 668.23
not shown as | as contra revenue items. Activities & 34 CFR
contra income and Notes SFAS 668.171
above 117 34 CFR
668.172
18 | Other Expenses | All expenses not include in line | Statement APB 34 CFR
items 8 thru 17 above [including of No0.9/30 668.23
all other decreases in Activities & 34 CFR
unrestricted net assets; and, and Notes SFAS 668.171
expenses related to temporarily 117 34 CFR
or permanently restricted net 668.172
assets].

19 Net Assets Value of unrestricted net assets | Statement APB 34 CFR
Released to released [transferred] to of No0.9/30 668.23
Restrictions restricted [temporarily or Activities & 34 CFR

permanently] net assets. and Notes SFAS 668.171
117 34 CFR
668.172
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20 Total Total of all expenses shown Statement | Calculated 34 CFR
Unrestricted above [line items 8 thru 19]. of 668.23
Expenses Activities 34 CFR

and Notes 668.171

34 CFR

668.172

21 Change in Net of all increases [line item 7 | Statement | Calculated 34 CFR
Unrestricted Net | minus line item 20 above]. of 668.23
Assets Activities 34 CFR

and Notes 668.171

34 CFR

668.172

22 | Unrestricted Net | The balance of unrestricted net | Statement APB 34 CFR
Assets, assets at the beginning of the of No0.9/30 668.23
beginning of fiscal year. Activities & 34 CFR

year and Notes SFAS 668.171

117 34 CFR

668.172

23 | Unrestricted Net | The balance of unrestricted net | Statement APB 34 CFR
Assets, end of | assets at the end of the fiscal of No0.9/30 668.23

year year [line item 21 plus line item | Activities & 34 CFR

22]. and Notes SFAS 668.171

117 34 CFR

668.172
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Cash Flow Statement Mapping and References for eZ-Audit

# |ltem Mapped | Accounting | Regulatory
Reference | Reference | Reference
1 Net Cash Net cash provided from [used | Cash Flow | SFAS No. 34 CFR
Provided from | by] operating activities arrived | Statement | 95, 102 and 668.23
[Used by] at by adding non-cash 104 34 CFR
Operating expenses to and subtracting 668.171
Activities non-cash revenues from net 34 CFR
income. 668.172
2 Net Cash Net cash provided [used] from Cash SFAS No. 34 CFR
Provided from | activities involving: a) lending Flow 95, 102 and 668.23
[Used by] money and collecting on loans, | Statement 104 34 CFR
Investing b) acquiring and selling or 668.171
Activities disposing on available-for-sale 34 CFR
or held-to-maturity securities 668.172
and c) acquiring and selling or
disposing of long-term
productive assets.
3 Net Cash Net cash provided [used] from Cash SFAS No. 34 CFR
Provided from | activities involving a) resources Flow 95, 102 and 668.23
[Used by] from and returns to owners and | Statement 104 34 CFR
Financing b) borrowing money and 668.171
Activities repaying or otherwise settling 34 CFR
amounts borrowed on short or 668.172
long-term bases. credit.
4 Net Increase The increase [decrease] in the Cash SFAS No. 34 CFR
[Decrease] in cash balance during the fiscal Flow 95, 102 and 668.23
Cash year; difference in beginning Statement 104 34 CFR
and ending cash balance for 668.171
the fiscal year. 34 CFR
668.172
5 Cash at The balance in cash at the Cash SFAS No. 34 CFR
Beginning of beginning of the fiscal year. Flow 95, 102 and 668.23
Year Statement 104 34 CFR
668.171
34 CFR
668.172
6 | CashatEndof | The balance in cash at the end Cash SFAS No. 34 CFR
Year of the fiscal year. Flow 95, 102 and 668.23
Statement 104 34 CFR
668.171
34
CFR
668.172
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